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Hospital M anagement |nformation System
USER GUIDE

About this User Guide

The Hospital Managenment system being a Menu driven software system
is quite sinple to conprehend and operate especially to one who

al ready understands the hospital routines.

This being so, this Guide ains to serve only as a supportive
docunent to the menus and clues already offered in the systemitself.

Technical | nformation

Progranm ng Language - Milti-User FoxPro (RDBMS)
Operating platforn(s)- Wndows NT/95/98, SCO Unix, Novelle, MDOS
M ni mum r equi rement s

= Menory (RAM of 32MB (But the higher the faster)

= Hard Disk storage size depends on the volune of data to be
processed but at |east 700 bytes are required per patient.

= MsDOS Version 3.3 or higher (If running under MsDOS).

* NOTE: These m nimum requirenents are in addition to those that
may be stated in the rel evant operating system

General Information

Menu Structure

The Main Menu is a sinple list of nodul es each of which may be
sel ected by highlighting and pressing <Enter>. Each nodul e
subsequently loads its menu which is a horizontal menu bar.

Hori zontal Menu bars

The menu is a horizontal |ist of headings on top of the screen.
Under each heading is a hidden list of itens which becones
visible once the heading is highlighted. An itemis selected

by first moving the cursor horizontally to the required heading,
then downwards to the required item Once highlighted, the item
may be selected (invoked) by pressing <Enter>.

Exiting froma screen

By pressing <Esc> at any point, the systemexits the current
screen and noves one step backwards. Pressing <Esc> severa
times lands the user to the introductory nmenu of the nodul e.



On-line Clues and nmessages

The bottomline of the screen (line 24) is the nmessage |line
The user is consistently offered clues on this line. Oher
messages are also communicated to the user on this line. It is
therefore worthwhile for the user to watch this line in the
same way a driver consults a side mrror while | ooking ahead.

Codes and Nanes

Many tinmes the system pronpts the user to give a code rather
than a name (e.g Adnission nunber rather than Patient's nane).
In many occations the user only knows the name and not the code.

Entering "?" in place of the code allows the user to use the
nane. The systemw || ask for the name and then search for it.
Unl i ke codes, nanes are never unique and so the systemw |l stop
at several records with sinmlar names. The user will then be
asked whether to accept the record or search further.

In cases where records are not so nany in a file, (e.g Wards)

entering "?" in place of the code will invoke a | ook-up table
The user may then use Arrow keys to highlight the required
item and pressing <Enter> will cause the itemto be sel ected

System Errors

System errors may occur due to various reasons. Sone could be
sol ved by the user. In cases where the user is unable to resolve
an error situation, the dealer should be consulted.

In npbst error situations, a standard nessage will first appear
as follows

Error encountered !
Support Line (Tel............ )

The programtext will then appear in a blue box with the actua
Error highlighted. An additional red box will also appear with a
brief interpretation of the error

Regardl ess of the error, the user should al ways get out of the
program by pressing <ESC>. It will be worthwhile recording the

hi ghl i ghted part of the programtext and any information shown in
the red box.

The user should then call back the programand try to reindex
the files. This is done by selecting "REINDEX FILES" under the

headi ng "UTI LI TI ES"



THE SYSTEM

The system consists of 8 main modules each of which may run both as "stand-alone" and as an
integral component of the wider system.

The modules are -

Patients registration and billing
Debtors Ledger

Pharmacy

Genera Store

Suppliers (Creditors) Ledger
Fixed Assets Register

General Ledger

Payrall

cONoO~WDNE

The Main Menu

HOSPI TAL MANAGEMENT | NFORVATI ON SYSTEM

e +
R + i Pharmacy |
| Inpatients | i Debtors Ledger i
| Qutpatients i | Consul tants Ledger |
| Cashbook i | Suppliers Ledger H
| Fixed Assets Reg. ' i Ceneral Store '
i Payroll | i General Ledger H
T + e +

S +

| Back-up data '
i Change User-Key |
| Perm ssions |
i Log QUT/IN |

User Name : Key:
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PATIENTS REGISTRATION & BILLING SYSTEM

payments made by patients.

To produce interim bills to patients. To keep account of all cash deposits and any other
To produce final bills to patients upon discharge

To keep record of the admissions and discharges of patients in the hospital.
To keep an account of all chargeable services rendered to patients in the hospital.

To keep an organised register of all patients with their socio and bio data.
To maintain an up-to-date occupancy of the beds in the hospital.

To keep account of the Insurance rebates given to patients (NHIF).

INPATIENTSMODULE

Objectives of the module
Setting up the system

t||||||||||||||||||||||||||||||||||||||||
S s
D e e e — e ———— e, ————————
i T
7
O e e e e e e
O e e e e e e e e e e e
© - I CIICIICICICCCCLICCIIIIooIooIoooIIooIIIII:
A o e e e
S S S
e _—
e o e e -—
O e e —— e ———— —_—
O o e e —_— e e e e —_
Q mmmm e m e e _——
K o e e, -—
_CIDIDTDCCoTttTC m CCIICICCCCCCooTtCootttt

2 Y eSO P
C e & e _——
— e e e W e
e JCCIIICCIIIIIIII O E CCIICICCCCCCoooCootttt
S o ____ < - _______C
IS J Q- __
O e e e Z - __
Q —ce e e —_ e == —
L e e e
I ¥ C-ICICCCCCCCCToItI-
[ NS,
P n v JZIIIICIICIoIoIotoI:
— [
> ° N mm e e
— @ [« e
— (%) — D N | e e
Q (] — — | e -
< L T o e O e
) = nw [ I I S

(O] QOO WV | e

[%2] wn T w - (%)) — O W L g
O = ] e
£.28828 88" e ctozzzzzzzooooiiiic
() m o O m —_— | e ————
— O = 4 - O © QO | e e
- - >0 ®© C V- o
© [ e e )] QO © i | e
o C OT OCT V. D Qe | mm e e e e
o W . w [ w ..nm L7 T 7 N« 5 A

\ . B | o e

8¢S SxE88Fn$LY ccoooioioioiooooiics

— e
QO F e e F -
) o

Setting up the system involves inserting into the computer the Codes and names of the Wards, the

Beds in each Ward and their rates. It also includes coding all the various services available (e.g.
XRAY, Ambulance etc) among other things. Below is a precise order in which the system should

be sat.

If the General Ledger isincorporated, all G/L accounts must be opened (see General Ledger).



Ledger)

10. Debtors Ledger A/cs to be opened and one of the accounts must be N.H.I.F (see Debtors
11. Hospita Profile

3. WardProcedure codes
4. Laboratory Codes

5. Xray Codes
6. Wards

7. Beds
9. Patient Categories

1. Departments
2. Revenue Codes
8. Cash Points

These are the Administrative Units within which hospital services are divided. E.g. Maternity,

Departments
Dental, Pharmacy etc.
Input Screen
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Activiti

Profile

Pati ents

War d- Procedur e Codes
Laboratory Codes
X-ray Codes

War ds

Depart nents
Revenue Codes

Beds

Pati ent Categories
Hospita

Set

or 001, 002, 003.....

Code: A unique identification of the department (Upto 3 Alphanumeric characters)
E.g MAT, DEN, PH, ...

Desc: The Name (in full) of the department

Revenue codes



< g oozttt e St cooooooozoooooIs
%) TooooIoo % . TIIITIIIoooIIIIs
& $ oooooooo '\ 5, IIIIoIoIIIIoIIIo
W . m ToIoooIT " v IIIIZIIIfIfIooI:C
28 oo . . IIIIIIIIIIiii:c
29 s --oooooo )31 IIIIIIIIIIIIIIIC
B Sooooooo ettt
© % “ IIIIIIII 1 | 2 1 e e --
2L 8 IIIIiii. .1 IIIzzziiziiizs
o] 5 © JZIIIICo " »  IIZIZIIZZIfzoooTf
o k3 e etnteiabetl v @ -oooooooiooooois
IIIIIIIII r O e e ——
> oo, o 1 e -
m m $®oozooooo '8 0 CIzoooooooooooIs
3 R p— ' CIIIoIIooIiIooIiz
.m i~ | R —— . CIITIIIiIzCItzt
oRr @ —mmm————- ' ' | e e e ——
& W IIoooIoo ' 2 ) IIIIIIIoooooooIs
[ @) 1 I e e ——————
= et AT TP BT e
Q
o 2 ooooooos L~ mu .- 1 e e -—
C @ SIIIzIzIz. o T Y ¢ . . IIZzIztizooIIois
9 5 O mmmmm—— . LT | e
m —_ O — - ' . 0o o . Aw ' L
= Q = — . Q Q . o= ——— e e —————
T W L —m o V- LT . - 1 = ————
||||||||| [N S) D+~ 1 O ——— e e ——————
w ke T Od . Q, m ) e e
0 m. wiIzziz: 88v o8& S IiizzzooooioIis
o 2 2 e ‘o4 __TIIIZIzzoIIzoIiz
S O - 1 0 | e e e =
-] —_— (] | e e e ==
w > © (7)) | e e e ——————
) w Pl 8w ® o ,IIZZITIoooooooooooIs
- - Q () — e O e e
g2 <. .93 S = O ! mmmmmmmmommomomoo-—
o> , 858 Q85 | ooooTIToooooooooII:
T 5 s_smmy% mmmS_ ....................
& e & 2 '€ } DIIIIIIIIooIIoooIoIC
5> §:5-858 mW | Soooooooooooooooooi-
m m S m £ E mt & -ooooooooooooooooooo
m N a . WW A_uw wmm - w.wm y DDIIIIIIZCIIfZoIoooIs
3 < B ESXEREnPY | coozooozioooooiiis
n 1 1 o o o o - — -
< 2 o ——— 4 CIIIIoooIoooooooooIo

The amount chargeable on this service. When entering a debit under this code, this

is the amount that will appear. It may however be changed on the debit.
The administrative department in which this service belongs. (See Departments

General Ledger should a debit be passed under this code (the contra entry in the G/L
above)

The description of the service as should appear on the bills (Max. 25 characters).
is a Debit to Patients Control Account)

A Uniqgue identity of the service (4 aphanumeric characters)
E.g. XRAY, LAB, SBED, GBED, TELE, DOCT.

G/L Acc I/P  The Ircome account in the General Ledger that is attached to this service when
rendered to an I npatient. It is actually the account to be credited in the

G/L Acc OPD AsGI/L Acc I/P (above) but pertainsto Outpatients.

Code

Desc

Rate
Department



Ward-Procedur e Codes

These are the services rendered to patients while in the wards. Since such procedures need to

remain confidential they are billed under the burner of Ward procedures.

These procedures are coded and priced on this screen.

Patients Activities

Set

Vi ew

Del et e

Amend
1
1
1
1

Profile

User Perm ssions

War d- Procedur e Codes
Laborat ory Codes
X-ray Codes

War ds

Depart ment s
Revenue Codes

Beds

Pati ent Categories
Di sease Codes
Hospi t al

Code The Procedure No. (or Procedure Code)

Desc The actual description of the procedure.

This description does not appear on the Patient Invoice, asit is confidential. (Whatappears
issmply Ward Procedure unless user specifically requests for treatment to be shown on

Invoice).

Rate The price for this procedure.



Wards

Patients Activities

Set

1
1
1
1
1
]
]
1
Vi ew

1
1
I
]
1
1
1
1
Del et e

11
[N}
11
11
11
[
11
11
Amend

Rev. code:
of Beds :

Profile
Per m ssi ons

War d- Procedure Codes
Laboratory Codes
X-ray Codes

War ds

Departments
Revenue Codes

Pati ent Categories
Di sease Codes
Hospi t al

User

Code

A unique code to identify the ward e.g. MAT, GW etc

Max. 3 aphanumeric characters.

The full name of the ward (25 alphanumeric characters).

Bed Rev.code The revenue code under which daily Bed charges

Name

state the revenue code under which to debit patients
of thisward. It isfor this reason that the user is
given a chance at this stage to state the revenue
codes he prefers for each of the wards. Thereafter,
the Daily Bed charges routine will automatically

The system therefore does not prompt the user to
pick up this revenue codes.

The Daily bed charges are debited automatically.

will fall.

The number of Beds in thisward. (Will be used to compute %age Occupancy)

No. of Beds
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Patients Activities

Set

IIIIIIII F e e e _ e
IIIIIIII ' ' ' e e e
IIIIIIII ' ' ' S
IIIIIIII | e e e e
IIIIIIII ] [ 72 | ———— e
IIIIIIII | Ve— 1 e e e
IIIIIIII ' [ ' e
IIIIIIII f ' 1 e e
IIIIIIII ' ' ' e
IIIIIIII ' ' 1 e e
IIIIIIII ' ' ' e e
IIIIIIII ' ' ' e
IIIIIIII ' ' ' e e
IIIIIIII ' = e
IIIIIIII 1 O —_———— e e -
IIIIIIII ' " S
IIIIIIII ' >0 e e
IIIIIIII | ' ' e e e
IIIIIIII ' ' ' e e o
IIIIIIII | ' ' e e e
IIIIIIII ' ' ' e e
IIIIIIII ' ' ' e e
|||||||| ) Lo e e e
IIIIIIII ' e e e e
|||||||| h T e e e
IIIIIIII ' o e
IIIIIIII ' ' ' S
IIIIIIII | ' m ' e e
IIIIIIII f ' ' S
IIIIIIII ' ' ' e e
IIIIIIII | ' ' e e e
IIIIIIII ' ' ' e e
IIIIIIII | ' ' e e e
IIIIIIII ' ' ' e e
|||||||| \ - [
IIIIIIII 1 o ———— e e ——————
IIIIIIII | ' ' e e e
TIIIIIIZ ... .. & TDozoozoozoIzs
........ - b
IIIIIIII ' ... .. 0, ' ——— e e
|||||||| s M- I . Tz
IIIIIIII i N ) L el ' S
IIIIIIII ' N O ' e e
|||||| LS LS , - -TT--TTZtC
|||||||| ' . — N i <) B e e e _
IIIIII —_ .m.| R ) © [ _——— e e ————
IIIIIIII 1 O —_ O . O g g
IIIIII - r.w m m m o, m ' ————— e ——
IIIIII L ' ' ———— -
+ o———_— ' M nu o W | — 1 e e -
' | ' I e e e
] F o - + _- -
1 (%3] | m— e e e e ———— -
] Q S
] © % | m— e e e —_
' | e e e e e
] m (] — QO U | —m e
1 () —_ —_ O | e e
' L T o o
' 0N = @ O 4= e | e e e e
' L S QOO WV | e e ——
1 N T T - n e W [ ¥ 5 gy
[ (] (] . | mmmm— e - _————————
1 @ (&) m.d @ @ m | e e e e
] o _— b | e ——— e e
' E0228 ~ ©®® . IIIIIIIIIIZIIIIII
I - SO © C N+ | e
= S = >0 L © .— | e e ——————
I O o e I i o L o LT T e ———
' Duw r.w - r.w m n % D | e e e -
] ' . BN | e e e e e e
88 ESxER 5 $Y  cooooooooooooooi:
e
| gy
+ e - + e o

Code for the Ward in which the bed belongs

Ward

The Bed No. (Max. 6 aphanumeric characters)

Bed No.

Any spacial facilities going with this bed
E.g self contained room (Max. 30 characters)

Facilities

Daily charge

Rate

The patient currently occupying the bed

Patient*

YTD Revenue® Revenue generated by this bed from the beginning of the year to date.

* At the time of setting up a bed, the user is not required to give

Details of Patient occupying the bed and Y ear-to date revenue. Instead

These details build up automatically as patients are admitted and

asthe "Daily Bed charges’ routine is ran, respectively.
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ories

Patients Cat

Uilities

Peri ods

Reports

Patients Activities

Set

Vi ew

Del et e

Amend

Profile

Cat egori es
Per m ssi ons

War d- Procedure Codes
Laboratory Codes
X-ray Codes

Depart nents
Revenue Codes
War ds

Hospita

User

Beds
Pat i ent

Categ.Code A unique code to identify the patient categories (Max. 2 aphanumeric characters.)

The full name of the category (25 characters).

Name
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Disease Codes
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Profile

Hospi t al

The full name of the disease (25 characters).

Name



Hospital Profile

o e m e e e e e e e e e e e m e emaoaa S o m e e e e e e e e e e e aaom +
! ! SYSTEM OPTI ONS ! !
i B + |
| Hospital Address : P. O BOX 30325 NAI ROBI H
' TEL: 531199

' FAX. 534289

i NH F Rebate rate...............: 650. 00 H
i NHIF Acc in Debtors ledger.....: N0999 |
i G/'L Debtors Control Acc........: 22-00-131 '
i GL Consultants Control Acc....: 41-00-235 '
i GL Patients Control Acc.......: 22-00-1301 i
i G L Bank Account (Chg receipts): 24-00-004 i
| Ward- Procedures charge codes...: WSTM WSTJ; WOLC; W.DL; WPBA; WPSC; W CU; WCHW WCAD
| : WDEN; WIHT;

i Doctors fees charge codes......: DOC; PDOC; CCSG, CCAN; 1ST; 2ND

| Lab-Procedures charge codes....: LAB

i Allow Late Debits for Chg' Codes: MOR; MOT; MOC, PREP; POST; UCL; BSC; WPSC; BGN

i Next Inpatient Invoice No......: 39994

i Next CQutpatient Invoice No.....: 87922 H
i Next Debit Note No.............: 1 i
i Next Debtors Ledger Acc........: 6752 |
I Next Credit Acceptance Slip No.:120620 '
i Accounting Period..............: 31/01/2000 i
T +

O NHIF A/c in Debtors Ledger - This is the account that is always
debi ted whenever a patient is given a credit against an NH F cl ai m
o0 G L Control Accounts - The sunmary accounts in the General | edger
e.g The total balance of all Debtors lies in
the Debtors Control Account and the tota
bal ance due for all in-patients lies in the
Pati ents Control Account.

0 War d- Procedures charge codes
- These are all the Charge Codes relating to
the “Ward Procedures'. Wen entering Debit
Notes, if one of these codes is given as
the charge code, the user is pronpted to
supply the Procedure Code (or No.) after
whi ch the conputer automatically gives the
rel evant charges.
o Laboratory charge Codes
- These are all the Charge Codes relating to
the " Laboratory'. \hen entering Debit
Notes, if one of these codes is given as
the charge code, the user is pronpted to
state the specific Lab test after which the
conputer automatically gives the rel evant
charges updates the Lab test statistically.

o Doctors fees charge codes
- These are all the Charge Codes relating to
the "Doctor's fees'. When entering Debit
Notes, if one of these codes is given as
the charge code, the user is pronpted to
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supply the Doctor's Account No. as assigned
in the Creditors | edger. The conputer then
generates a credit to the Doctor in the
Creditors Ledger.

o Next Invoice No. - Since Invoice Nos are generated automatically
by the system the user nay determ ne the
starting point of the Invoices and even
change the sequence | ater on

o Next Debtors Ledger Alc

- If at the tine of producing the final bill
a patient is found to be having a bal ance
(i.e patient goes hone without clearing
a bill), the systemautomatically transfers
such a patient to the Debtors Ledger so that
he joins other debtors in recieving nonthly
statements. When this happens, a new account
is given to the patient. It is the sequence
of these generated Account Nos that the user
is being allowed to change

o Curr. Period - The Current accounting period. Normally the
| ast date of the month. If we are in Jan' 94
the Curr period shall be 31/01/94

0 Operating System - Your operating environment. |f not sure,
give it as D (for Dos).
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User Permissions

The System Administrator (ADMIN) allows or denies users permission to access the various

screens in the module.

For each user, the System Administrator marks al the facilities he wants to permit the user with 'Y

(Yes) and marks N (No) the facilities he wants to deny the user.

Activities Accounti ng Reports Periods Uilities

Patients
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Flow of information

A new patient fills an admission form which is passed for entry into the Patients register in
the computer.

The patient is admited onto a vaccant bed in a given ward.

If adeposit is paid upon admission, areceipt is issued (see Cashbook)

As the patient recieves medication and services in the various units, Debit Notes are raised
and forwarded to the billing clerk for entry into the computer. Mistakes made during
debiting may be corrected via Credit Notes.

® Each morning the computer is prompted to institute a Bed Charge (Plus Drug dispensing

fee) to dl inpatients.

© If the Patient pays any further deposits, receipts are issued through the Cashbook.
© If aninterim bill is required at any one time, the system collects together al Debit Notes

Credit Notes and Receipts for the patient and builds up an Interim Invoice (Statement of
Alc showing the NET amount due). The bill may be viewed on the screen or printed.

© Upon discharge, a discharge dlip isissued and passed for entry to the computer which

releases the relevant bed.

© If the Patient qualifies for Insurance rebate (NHIF), the relevant Claim forms arefilled and

passed for entry into the computer. This credits the Patient’ s bill.

® Upon request, the computer assembles afinal bill from al the transactions of the Patient. If

the Patient was registered as a Company patient, the total bill is debited to the Company's
account in the Debtors Ledger. If on the other hand the Patient was registered as a Cash
paying patient, and upon finalisation of the Invoice the NET payable is not ZERO, then the
system automatically creates an account for the patient in the Debtors Ledger and posts the
invoiceinto it (The ac will have a prefix P).
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PATIENTSREGISTER

Maintenance of the Patients Register

To maintain the Patients register i.e INSERT, AMEND, DELETE, VIEW or LIST Patient’s

records, the user highlights the required operation under the heading PATIENTS and presses

<Enter>.

Activities

Pati ents

[ Acc/ Cash]

20/ 05/ 2000

Mode. :

Doctor. .:
Payee........:
Next Visit...:
Os Bal......:

Adm Date....:
Di sch. Date..:

Bed No.......:

Category.....:
Address......:
Account no...:
Ref/ Staff No. :
Last Visit...:
Ward.........:

Att.
Paynment

Under the heading PATIENTS, highlight Insert and press <Enter>. The following
0

Inserting Patients to the register
screen then appears:

o m o e e e e e e e e e e e e e e e e e e e e e e e e mecmcmememaea—a—ao

Nati onality: KENYAN

ID No......:

Ot her Nanes:

Reg no.....:
Surnane. ...:
Address. ...:
Sex........:
M Status..:
Age (Yrs)..:
Religion...:
Next of Kin:
O her Info:.
A/ ¢ Not es

Del ete Vi ew

Anmend

Qui ck Nane- Search



Most of the required information is self explanatory.

o

(o]
(o]

Category - The Category into which this patient falls. Mist be an existing
Category. (see SETTING UP Patients categories)

Att. Doctor - The Doctor directly responsible for the patient.

Paynment Mbde - Options are "C' and "A" for Cash and Account respectively.
If "A" is given as the payment node, the systemw || next
prompt for the Account Number of the Paying conpany.

The Account nust be existent in the Debtors Ledger
(see creating Accounts in Debtors Ledger).
Payee & Address
- Applies to Cash Patients only.
The Nane and address of the person to whomthe final bill
shal | be addressed. The systemwi ||l not nove ahead if these
fields are |eft blank.

Ref/Staff No - Helps to identify the patient to the person or institution
paying the bill. The user may give the Staff No, Ref No. of
an Introduction Letter fromthe enployer, Credit Card No
etc.

Ward, Bed, Adnission date, Discharge date and Qutstandi ng Bal ance are
fields which the systemw || update itself in due course.

Dai ly drug dispensing fee (Not supported in the current version)
- if an ampunt is entered here, it will be debited to the
patient daily whenever "Daily charges" routine is ran.
Therefore if the user does not intend to have the patient
debited for this charge, he should enter ZERO anpunt.

o I nvoices - This is a Meno itemlisting all Invoices that the Patient

may have received at all fromthe hospital. This fieldis
updat ed automatically during Final Invoicing.

0 Alc Notes - Any special notes in relation to the patient's account. E. g

an agreenent of how the patient will pay his bill, personal
effects being held as security for his bill etc.

Retrieving a Patient'srecord from thereqister

17

A Patients record may be retrieved by either issuing the Patient's hospital

Nunber or the Surnane.

To Use the Hospital Number, select PATIENTS -> M EW then provide the No.
The patients record then appears on the screen (screen format is the
sane as the | NSERT screen)

To Use the Surnanme, select PATIENTS -> QU CK NAME- SEARCH t he provide the
Surnane. A List of all Patients with a simlar Surname will the appear
conplete with their Hospital Numbers.
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ACTIVITIES

Accounting
I NPATI ENTS

Admt Patient

Bed Transfer

Di scharge Pati ent

Updat e Di agnosi s register
Updat e Deat hs register

Activities

Admiting a Patient

Reports
Ant :

0.00

00: 42

Accounti ng

Pat i ent
Rate. . .:

Activities
Adni t
Bed Transfer
Di scharge Pati ent
21/ 05/ 2000Ti ne. . .:

ADM SSI ON FEES

sel ect ACTIVITIES -> ADM T PATI ENT

into a ward,

To admit a patient



o0 Source

o Ward & Bed No.

o0 Reg No.

o Adm ssion fees
Charge Code
and Anount

Ef fects

The source of adm ssion. The Options are :-
(B)ooking (C)asualty (E)mergency (T)ransfer & (P)rivate

The Ward and Bed No. to which the patient is being
adm ted. Wen the Bed No. is entered, the conmputer
displays the Daily rate of that Bed as well as any
special facilities associated with that Bed (e.g
Private room

The Registration No. of the patient being admted.

(NB. The Patient nmust have first been registered in the
patients register). The conputer then displays the

name of the Payer as was indicated in the Patients

regi ster.

At this stage the conputer vets the payer (if paynent
is on account) and checks to see if the Account is
suspended or if it has exceeded its credit limt.

I f admission fees is chargeable, its revenue code is
issued as well as the anmount. If on the other hand the
adm ssion fees is not to be charged, then ZERO ampunt
is entered

- In the Patients register, the adm ssion details are updated on the
Patients record.

- In the Beds file,

the Bed record is marked as occupied by the Patient.

19
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Transferring a Patient from one Bed to another (or one Ward to another)
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Dischar ging a Patient from a Ward (and Bed)

Reports
Bed No.:
Ti me

I

|

Accounti ng

Admit Patient
Bed Transfer
Di scharge Pati ent

Activities
21/ 05/ 2000

of the patient being di scharged.

No.

The user supplies the Hospital
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The conputer then displays the Ward and Bed currently occupi ed by the

patient.

The date of discharge

Dat e

Ti me of di scharge

Ti me

Ef fects

the di scharge date and time are updated on

In the Patients register,

the Patients record.

the Bed record is marked as vaccant

In the Beds file,

ister

Updating Diagnostics R

21/ 05/ 2000

UPDATI NG THE DI AGNCSI S REGQ STER :

Revi ew ?|

| Di sease Name

D/ Code

| Pati ent Nane

I/P ? Reg No.



Updating Deaths Reqister

21/ 05/ 2000

UPDATI NG THE DEATHS REG STER :

| DI Code| Di sease Nane

| Patient Name

I/ P ?} Reg No.

Z2Z2ZZ2Z2Z2ZZZ2ZZ2Z2ZZZZZ2
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ACCOUNTING

The accounting transactions nenu is as shown bel ow :

Reports

War d- Procedur es st at enent

Debits
Credits
*Credit Transfers
NHI F Credits
Dai |y charges
I nvoi ces

Account i ng

Debits

Patients are debited for the services they receive from the hospital through this option.

Reports

Account i ng
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Rev Code

Reg No.

DB Ref No.

Date

Desc.

*Proc' Code

*Qty

*Doctors Alc

Amount

Effect

- The revenue code (or Charge code) for the service being
debi t ed.

- The Hospital No. of the patient being debited.

- The Debit Note No.

NB. The DB Ref No. will be generated automatically if
the Charge code pertains to the Ward procedures (see
SYSTEM OPTI ONS under “setting up the systeni)

- Transaction date

- A Short description of the Service rendered as should
appear in the final bill.

- The Procedure code (or Procedure No./ Lab Test Code)
- The Number of tinmes such a procedure was carried out.
(The computer works out the total charge autonatically)

*NB. These fields will only appear on the screen if the
revenue code given pertains to 'Ward Procedures'.

The Doctor's Account No. in the Creditors |edger.
* WIIl only appear if the revenue code pertains to
Doctors fees.

- Amount to be debited to patient

- Patient is debited with the Debit anmpunt

- During Inportation of data by the General Ledger the follow ng occurs :
a) The G/ L Account (I/P) pertaining to the given Revenue code i s CREDI TED

with the Amount (see Settingup RevenueCodes above)
b) The Patients Control A/c is DEBITED with the sane anount.

24
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Credits

As Debits above but with reverse effect
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Credit Transfer

The purpose of this transaction is to sinply transfer credit from

one patient to the other.

t
|
I
I
I
|
|
I
I
I
I
|
. 21/ 05/ 2000

Date. ...

Reports

Debits

Credits
*Credit Transfers
NHF Credits

Dai |l y charges

I nvoi ces
CREDI T TRANSFER

0.00

Accounti ng
0000042

i

1

1

1

[}

1

1

1

1

[}

1

1

1

i

i
Ref No.....:
Narration..:
Anmpunt . ... .
Fr om Adm No:
To Adm No:
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for the transaction.

No.

o Ref No

o Date

Date of transaction.

- Automaticlly generated serial
Decri ption of

Bill.

on final

transacti on as shoul d appear

o Narration

of the patients.
- Ampbunt to be transfered.

o Anpunt

from whom credit

Pat i ent

o From Adm No

i s being taken.
i s being given.

Patient to whomcredit

Adm No

o To
Ef f ect

is debited with the Anpunt

Pat i ent

The first

is credited with the Amount

The second Patient

This is the Insurance rebate given to patients upon di scharge.
is the NHHF CLAIM FORM

The source docunment for this input

NHIF Credit
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Date of Claimas specified on the Claimform

Patient to be credited
When the Patient's No.
t he Adm ssi on Date,

Cl ai m Nunber on the Claimform
No.

o Cl ai m No.

o Date

o Adm No.

is given, the conputer displays

Di scharge date and works-out the

of days and the total

patient.

rebate to be given to the

The NHI F Card Nunber.

The Account No.

o NH F Reg No.-
o NHI F Acc

.F authorities in the

of the N.H. I

-> SYSTEMS

SET UP

Debt ors Ledger as was specified under

OPTI ONS.
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Ef f ect

is credited with the Rebate Anmpunt

Pati ent

is debited (in the Debtors Ledger).

NHI F Account

Charoes

Dail

These are basically the daily Bed Charges. When invoked, this routine searches through the

Bed file and debits all CURRENT inpatients with Bed Charges in accordance with the type

of bed each patient is occupying and the tagged daily rate.

Reports Peri ods

Accounti ng

' BED

War d- Pr ocedur es st at enent

Dai |l y charges
be debited for

*Credit Transfers
NHIF Credits
I nvoi ces

Debits
Credits

03/11/ 1999
Bed charges

i
1
I
I
1
I
[}
I
I
I
I
I
I
I
I
I
I
I
I
1
1
:
in-patients will

i
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
|
NB: Al
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Charges

Dail

file and debits all CURRENT inpatients with Bed Charges in accordance with the type of bed

These are basically the daily Bed Charges. When invoked, this routine searches through the Bed
each patient is occupying (i.e the daily bed rate).

Peri ods

' BED

*Credit Transfers
be debited for

Credits

NHIF Credits
Dai | y charges
| nvoi ces

Reports

Accounti ng

03/ 11/ 1999
Bed charges

i
1
I
1
1
[}
1
]
1
1
1
1
1
}
1
1
[}
I
1
:
:
in-patients will

i
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
!
NB: All

the follow ng

Ledger,

During Inportation of data by the General

wi |

Ef f ect

take pl ace :

be DEBI TED wi th the TOTAL anopunt.

Account will
be CREDI TED with the total

to its patients (The G L revenue accounts will

a) Patients Control
b) Each Ward will

be obtained from
the revenue codes that were specified during SET UP -> WARDS )

* see SET UP -> WARDS

charges instituted

* see SET UP -> REVENUE CODES
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I nvoi ces

Patients

I nvoices in the system:

There are two t ypes of

Interimlnvoice

I nvoi ce.
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Interimlnvoices

estimate of the
receiving

Interimlnvoice as its nane describes is an apparent

Patient’s bill
services.

in hospita

is still

whil e the patient

may request for a patients interimbill

At any one tine a user

transactions pertaining to that patient as at that

al |

det ai |

which wil |

it an Interim Satement)

time (You may al so cal

t he user

To print or view an Interiminvoice fromthe Inpatients nmenu,

sel ects

ACCOUNTI NG -> I NVO CES -> | NTERI M | NVO CE as shown bel ow

I
I
I
1
I
I
I
I
I
I
I
I
I
1
I
1
I
1
(I npatients)

Re-pri nt
Printer

Peri ods
Fom oo oo -+
Screen
L I

Interim
Fi na
Adm no. . :

From Adm no. . :

To

Credits

*Credit Transfers
NHI F Credits
Dai | y charges
I nvoi ces

Reports

Accounti ng

Interimlnvoices for

then al
be produced

i s provided,

If a range of Patients Nos.

the patients falling in that

If on the other

interiminvoices wll

a bl ank range nmeans ALL)

range will

be

then ALL patients’

hand no range is provided,

pr oduced.

(I'n other words,

An Interimlnvoice may be printed or viewed any time as long as the

I nvoi ce has not been finalised. See a sanple of an Interimlnvoice

under Appendi x A
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Final Invoice

have an | NVO CE NO. which

I nvoice may only be produced after

Sane as Interiminvoice (above) but this wll

is generated by the system A fina

Invoice is

a Final
it my be re-printed again any time within the Accounting

a patient has been discharged in the system After

pr oduced,
nont h.

the finalised

al |

Once the accounting nonth has been cl osed,

I nvoi ces are purged.

is inportant to note that the Invoice date supplied by the user

nmust fall

It

within the current accounting nonth.

Request Screen
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Conpany Patients),
Amount due and the

is debited with the Fina

is payable by a Debtor's account (e.g for
is releaved of the bal ance.

the Debtors Ledger Account

If the bill
pati ent

was settled by
transactions take

Amount due is ZERO (e.g if the whole bil

If the Fina
way of

t hen no ot her

interimpaynents of deposits),

pl ace.

then the system creates an account

Anmpunt due is NOT ZERQ,

If the Final

for the patient (in the Debtors Ledger) and debits it with the Anpunt

due.

is then rel eaved of the bal ance.

The pati ent
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Reprint Invoice

proceeds as follows :

t he user

| nvoi ce,

a final

To re-print
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List Current I nvoices

nmont h :

Invoices finalised during the current

To Print a list of all

R

Peri ods
I
1
I
1
(I'npatients)
Interimlnv's

Interim
Li st of

I nvoi ces

Reports
R

Accounti ng



List Un-finalised I nvoices

Sunmary of Work-in-progress.

R

Peri ods
(I'npatients)

Interim
Fi nal
Re-print
Li st

*Credit Transfers

NH F Credits
Dai |y charges

I nvoi ces

Reports

Accounti ng

Ward Procedur e Statements

A Ward Procedures Statement is a Collection of all procedures conducted for a patient while in the
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REPORTS

pri nted.

the followi ng reports nay be viewed on screen or

Al

Uilities Exi t

Peri ods

Account
Ward Procedure revenue report
. Revenue reports

I nvoi ce Anal ysis

Adni ssi ons/ Di schar ges
All

Bed Cccupancy
Revenue Breakdown
Lab revenue report
X-ray revenue report

Deat hs reports

Dept

Late Debit Notes
Di agnosi s reports

Credit Transfers
NHIF Credits

Reports

Pati ents List
Credits

Recei pts
Recei pt Adj .
Ref unds

G L Report
Contr ol

APPENDI X A.

reports.

Fol l owi ng are the sanpl es of



Accounting periods

has to close the period.

Mont h or year the user

the end of each Day,

At

Exi t

Uilities

End of Mbnth
End of Year

Peri ods

End of Day procedure

the close of each day triggers off

This routine which is ran at

the printing of all

day.

on that

transactions entered into the conputer

prints a list off ALL Receipts,

Debits,

Credit Transfers and | nvoices

Recei pt Adjustments,
If the systemis running on Unix operating

It

Ref unds, NHIF credits,

Credit Notes,

finalised on that day.

systemthis routine also takes a Back-up of the data.

End of Month

this routine

nonth (or Accounting Month),

At the end of the Cal ender

is ran.

Its effects are as follows :

finalised Invoices are deleted fromthe active files.

Al'l

(i)

transactions pertaining to finalised |Invoices are purged.

All
(iii) The Accounting Month automatically changes to the next one.

(i)

totals are initialized.

The Monthly Control

(iv)

foll ows

automatically

it

reports nust be printed and a Back-up of

Since this routine is destructive to data,

al |

is taken,

that before it
t he data taken.

End of Year

is ran as

Its effects are very nmuch sinmlar to
except that the Year- Todate revenue totals

It

routine also closes the Accounting Mnth.

The End of Year

the very last thing in the year.

t hose of the

'"End of Month'

are initialised.

reports nmust be printed and a Back-up

al |

Before this routine is taken,

of data taken.
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This module handles aspects relating to Day-Case patients only. The Outpatients modulesis a

subsidiary system of the Inpatients system.
All aspects of this module are similar to those of the Inpatients system except for a few item

like the Patients register.
We shdll concentrate on the variations only.

OUTPATIENTS MODULE

ister

OPDR

Isaregister of al Day-Case patients (excluding Cash sale cases).

Transacti ons

OPD regi ster



| nserting a Patient into the OPD Register

Transacti ons

OPD register
Amend
Del et e
Vi ew
Li st

Input Screen

Category.....:
Doctor. .:

Att.

OPD Reg No.:

[ Acc/ Cash]

Mode. :

Paynent
Payer........:

Sur nane. .. .:
O her

Nanes:

Address......:

Address. ...:

Account no...:

Sex........:

Ref/ Staff No. :

M Status..

Birth......:

Last Visit...:

Nationality: KENYAN

ID No......:

arrangenent

Cr.

Valid till...:

Religion...:

Next of Kin:
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It allows patients to receive services from all departments of the hospital where after the

This dip is printedand issued to patients with Credit privileges.
department raises a Debit Note for each service accorded.

Printing of Credit Acceptance Slips

Transactions

OPD regi ster

The system assigns a serial number to each credit dlip and prints it out.
Before the Credit Acceptance Sipsis printed, the system confirms that -

v The patient’s hill is payable by a vaid Debtors Ledger account.

v" That the paying account is not suspended

v That the paying account’s balance is within it's credit limit
When posting Debit Notesin this module, the Credit Sip Number will be requested and

validated.
A report of al Credit slips without corresponding Debits is available (see Reports)



uick Name-Sear ch

Quick retrieval of Patient record using the surname

Asin Inpatient Module
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OPD Debit

1
1
1
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I
I
I
I
I
I
I
I
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Reports

Transfers

Debits
Credits
Credit
I nvoi ces

Transacti ons

Labor at ory

Cr. Slip No:

Adm No. ....:
Test Code..

Asin Inpatient Module
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i
i
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X
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i
i
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OPD Credit

Asin Inpatients Module
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11
Dat e
Amount . ... .

1

I

Reports

Credit Transfers

Debits
Credits
I nvoi ces

Transacti ons

X-ray

Test Code. .



Credit Transfers
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I
.21/ 05/ 2000
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CREDI T TRANSFER
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[
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From Reg No:
Reg No:

i

i

1

!

:

[}

1

To

Narration..:
Amount . ... .

I nvoi ces
Ref No.....:

Credits

Transacti ons

Asin Inpatients Module
ster
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OPD Invoices

Asin Inpatient Module

Ut
11
11
11
11
11
11
11
[}
11
11
[}
11
1
11
11
[}
11
11
(Qut pati ents)

s

i

1

1

1

1

1

1

1

1

:

i

1

1

1

1
Interim
Fi na
Li st

Reports

Credit Transfers

Credits
| nvoi ces

Transacti ons
Debits



Reports

Peri ods

Reports

Credit Transfers
Recei pts (& Deposits)
Recei pt Adj ust nents
Ref unds

Revenue Breakdown

Credits
*Cash Sal es

Lig of Undebited Credit Sips. Meaning that a service was given (or

was intended to be given) but no charges were raised.

Credit Acceptance Sips



End of Da

el sl e e e e e e e

Utilit

Peri ods
d

It should be taken at the close of the day. (Just asin Inpatients Module)

End of Month & End of Year

These are controlled in the Inpatients Module

Utilities

Exi t

Uilities
Rei ndex files

User
[
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[
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11
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11
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User Permissions

Exit

Uilities

Per m ssi ons

Rei ndex files
User

Di sal |l ow ALL ?

——_— - | omm e
———————— e
e —— = | e
———————— | e
———————— e
== | e
————————_ | m— o

| e
e | e
e [oEN o SO S e N o) o P,
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| ssue Cred. Transfers ?

Issue Credit Slips....?7
| ssue Debit Notes....

| ssue Credit Notes....?%
Fi nal i se Invoices.....

Allow ALL ............
Amend Pati ent



CASHBOOK MODULE.

Thisis the module that is used to store data pertaining to in-flow and out-flow of acceptable
exchange medium e.g. cash, cheques and credit cards.

Objectives of thismodule
Genegrdly : To manage Collections and Payments by Cashiers at all cash points.

Specifically :
. Tolog the names of cashiers manning the various Cash points.

To maintain the timings when cashiers begin and end shifts at the various

cashpoints

To count monies received and/or Paid out within shifts

To remotely (but instantly) notify the authorities the Status of each Cash point

(Total Cash/Cheques/Credit cards available at each Cash point)

To generate receipts

To generate Payment Vouchers

To generate Cheques

To produce Activity reports at each Cash point

SETTING UPTHE SYSTEM

Setting up the system involves defining the Cash collection points, the acceptable payment modes
etc asoutlined in the M aintenanceMenu below:-

M aintenance menu.

Cash points.
Payment modes.
System options.
User Permissions.

| [}
I 1
i1 Cash Points i
i1 Paynent Mbddes i
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a) Cash Points.

These are the physical points at which money will be collected and/or paid.

Transacti ons

Shifts

Mai nt enance

Modes

Cash Points
Paynment

System Options
User Perm ssions
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A unique identity of the cash point. (Upto 5 Alphanumeric characters)

Physical Location/Description of cash point
The proceeding character on each Receipt No. or Payment Voucher No. transacted

Code.........

Location....
Prefix........

Example - If prefix isgiven as Q, The receipts issued at this cashpoint will take the

form Q00001, Q00002, QO0003... etc and Voucher Nos. Q00001...

at this cashpoint.



Next Rcpt No. The number to be assigned to the next receipt that will be issued at this cashpoint.

After areceipt isissued, this number will increment automatically.
The number to identify the next shift at this cashpoint. The number is salf-

Next shift.....

incrementing.

b) Payment modes.

These are the acceptabl e exchange mediums.

Mai nt enance

p
1
1
1
I
1
1
Del et e

Vi ew

11
11
11
11
11
11
Amend

1

1

1

1

1

i
Cash Point..:
Pay- Mbde. . . .:

Code to represent the payment mode (Max. 3 Characters) e.g. CSH, CHQ
Description of payment mode. E.g CASH, CHEQUE, VISA CARD etc.
The Account to be debited whenever money is received under this payment

Cashpoint code as defined in (a), above.

System Opti ons
Perm ss
1
1
1
1
]
}
1
1
1
1
1
1
[}
1
1
1
I
1
1
I
}
1
1
1

User

Cash Points
Paynent Mbdes

mode (at this cashpoint) ALSO the account to be Credited whenever money

is paid out urder this payment mode (at this cashpoint.)

Note : When setting up a Payment mode, you are actually doing this for one cashpoint alone. If you
want all Cash points to be able to deal in a particular Payment mode, then you need to repeat the

procedure as many times as there are cash points (each time giving a different cash point).

Petty Cash Cashier to deal in Cash aone while the Paying-out cashier to be able to deal in Cash as

With this, certain Cashpoints may be restricted to deal in certain payment modes alone. E.g the
well as Cheques.

their time expires. These spells of time when a single cashier occupies a cash point are what we

Several cashiers may be allocated a single Cashpoint each handing over to the next one whenever
refer to in this system as Shifts

Definition
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started and when shift ended. Also maintained per shift are details of al transactions that took place

Ingtitutions which open their Cash points for long hours may require to schedule their cashiers to
when the shift was running. Each Shift is identified with a unique number.

work in turns, one handing over to the other whenever their term (or period) ends. A single term

when a cashier handles a cash point is hereby referred to as a Shift.
At each Cash point, the system maintains details of the Cashier (name), the time when shift was

Explanation
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1

1

1

1

[

Starting Date...:
Starting Tinme...:

the screens whenever you | eave your desk.
T when you finalize your session..........

. YOU ARE NOW RESPONSI BLE FOR THI S CASHPO NT.

al |
SHI F

from
remenber to END CURRE

Renmenmber to al ways exit

YOUR SHI FT HAS NOW STARTED. . . .
And

Code for cashpoint where the cashier wants to operate from

Cashpoint-
Cashier

Shift ID. A running number that is automatically generated by the system

Name of the cashier (automatically read from the user profile)
Starting date- Current date (when shift is beginning) - read from system clock

Starting time-Current time (when shift is beginning) — read from system clock

Shift No.-

While a shift is running, all transactions made at this cash point are recorded against the cashier in

question. It is therefore important that a cashier logs out each time they leave their desk.



Ending current shift.

To terminate a running shift, the cashier selects MAIN MENU -> CASHBOOK -> SHIFTS-> END

CURRENT SHIFT

This terminates the cashier’s session. And permanently records the total collections and payments.
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Code for cashpoint where shift is to be terminated

Cashpoint-
Cashier

Shift ID (system automatically displaysthe ID NO. of the active shift)

Name of the cashier (system displays name of active cashier)
Starting date-Date when the shift began

Starting time-Time when the shift began (system displays automatically)

Shift no-

Transactions M enu.

The following are the supported transactions in the cashbook -

Cash Sale

Cash Sale Adjustment

Receipt

Receipt Adjustment

Payment

Payment Adjustment



Recei pt Adj ust ment
Payment Adj ust ment

Cash Sal e
Recei pt

Cash Sal e Adj.
Paynment

Transacti ons



Cash sale

Issued whenever goods and/or services are paid for instantly upon delivery.

Input screen
Cash Sal es VI LLAGE CLINIC CASHBOCOK
Cash Point..: Recei pt No..:
Paynent Mbde: G L Acc No..:
Date........: Cheque/ CC No:
Payer.......: Total Ant...:
Ln! Rev. Code| Descri ption i Proc. Code| Descri ption Q) Anpunt

I I 1 I I I

I I I I 1 I
I I o o o e o e | 1o o o e e e e | L

I I I I I L}

I I I | I I

I I I I I I

I I 1 I I 1

I I I I I I

I I 1 I I I

I I I I 1 I

I I I I I I

I I 1 [} I I

I I I | I I

I I | I I I

I I I I I I

I I I I I I

I I 1 I I I

I I I I 1 I

I I 1 I I I

I I 1 [} I I

I I I I I I

I I I I I I

I I I I I I

I I I I I I

I I 1 I I I

I I I I I I

I I 1 I I I

I I 1 I I I

TOTAL : O

Cash Point:  Collection Point

Receipt Na The Cash Sale No. (Automatically generated by the system)

Paymode Payment mode (Cash, Cheque, Credit Card etc)
NB. Only the Payment Modes set up for this cashpoint will be alowed.
When the payment mode is entered the G/L Account attached to it appears (see
Setting up Payment Modes)

Chegue ndCC no- Cheque number or the credit card number. Only appliesto non-Cash

Payer The person/company paying.

Date Transaction date

Total amount Total amount received

Ln (Line No.) A running serial number denoting each service sold.

Rev Code Revenue Code representing the service being sold. (See Revenue Codes under
| npatients)



Proc.Code

Description

Qty

Amount

Procedure Code (or Test Code) applies to Laboratory, Ward Procedures & Xray
services only. The system stops for a user to state the Procedure code only if the
Revenue code provided falls under the 3 stated categories. (See Hospital profile
under Inpatients) The procedure code given must be avalid code already created in
the Laboratory Tests file or Ward Procedures file or Xray Tests file respectively.
(see Inpatients> maintenance/Set)

The name of the Test/Procedure represented by the Proc. Codeabove.

Quantity of Tests being paid for.

Rate payable for the service. In case of a Procedure or Test (Lab/Xray), thisfigureis
obtained from the Lab Tests file/Xray Tests file or Ward Procedures file as the case
might be. If not a Test or a Procedure, then it is obtained from the Revenue Codes
file

NOTE: The Amount is changeable.

When the transaction is saved, the system prints a Cash Sale

Accounting Effect

The Cashbook account associated to the Payment Mode stated is Debited with the Total
Amount

Each of the revenue codes in the Cash Sale body will have their corresponding Income
accounts credited with the individual amounts.

Recelpts

Issued whenever money is received on account. E.g Deposits received from Patients, Payments
made by corporate debtors, donations received, moneys received from patients for safe keeping etc.

In brief areceipt credits the paying A/c while debiting the Cashbook A/c.
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Input screen
Recei pts MATER CASHBOOK

Cash Point:  Collection Point

Receipt Na The Cash Sale No. (Automatically generated by the system)

Paymode Payment mode (Cash, Cheque, Credit Card etc)
NB. Only the Payment Modes set up for this cashpoint will be alowed.
When the payment mode is entered the G/L Account attached to it appears (see
Setting up Payment Modes)

Chegue ndCC no- Cheque number or the credit card number. Only applies to non-Cash

Payer The person/company paying.
Date Transaction date
Total amount Total amount received
Ln (Line No.) A running serial number denoting each line of entry
Ledger Ledger in which the account to be credit belongs.
Key:- DB — Debtors Ledger; SUP-Suppliers Ledger, GL-Genera Ledger
I[P — Inpatient, OPD-Outpatient

Acc No/Adm No. Account No/Admission Number to be Credited. (If Inpatient or Outpatient,
then the Admission number is expected otherwise it is the Account number)

Name Account Name/ Patient Name

Amount The amount to Credit the Account holder on this particular line

When the transaction is saved, the system prints a Receipt

Accounting Effect

The Cashbook account associated to the Payment Mode stated is Debited with the Total
Amount
Each of the accounts in the receipt body is credited with the corresponding amounts

Cash Sale adjustment



Quite similar to Cash Sale (above)
Used to make corrections whenever errorsresult from Cash Sales

Under this transaction, Negative figures are allowed.

Cash Sal es Adj ust nent GEN. HOSP CASHBOOK
Cash Point. .: Rct Adj No..:
Payment Mode: G L Acc No..:
Date........: Cheque/ CC No:
Payer.......: Total Am...:
Ln! Rev. Code| Descri pti on | Proc. Code} Descri ption 1y Anpunt
I
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Receipts adjustment

Like Cash Sale adjustment, this transaction is used to correct errors resulting from Receipts.
Again Negative figures are alowed.

Input Screen
Recei pt Adj ust nent CGEN. HOSP CASHBOOK
Cash Point..: Rct Adj No..:
Paynment WMbde: G L Acc No..:
Date........: Cheque/ CC No:
Payer.......: Drw s Bank. . :
Towards.....: Total Ant...:
Ln} Ledger | Acc/ Adm No; Name d Anmount
I I
1
T N I



Payment

Used whenever money is being paid out on account. E.g Refunds to Patients, Settlement of
Suppliers’ accounts etc.

Input Screen
Paynent MATER CASHBOOK
Cash Point..: Voucher No. .:
Payment Mode: Date........:
G L Acc No..: Cheque/ CC No:
Payee.......:
Towards. ....: Total Am...:
Ln| Ledger | Acc/ Adm No} Nane i Anpunt

Quite similar to Receipts (above) but with reverse effect.

When the transaction is saved, a Payment Voucher is printed. (See Appendix)

Payment adjustment

Quite similar to Payment (above) but allows negative figures.
Used to correct mistakes resulting from Payments.
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Input Screen

Paynment Adj ust nment CGEN. HOSP CASHBOOK
Cash Point..: Vch. Adj No.:

Paynment Mode: Date........:

G L Acc No..: Cheque/ CC No:

Payee.......:

Towards.....: Total Ant...:
Ln} Ledger | Acc/ Adm No; Name Anmpunt

NB: You must have started a shift on the cashpoint before any transaction can be allowed at that
cashpoint. If adifferent user tries to enter a transaction at a cashpoint that is running someone elses
shift, a message will pop-up to deny him.



1) Reports.

1. Cashpoint Status

At any one time, any authorised person can view the activity summary of a cashpoint.
Authorised persons are 1. The system Administrator 2. The cashier whose shift is running.

1
1
1
!
Cashier.........: |
shift No........: i

[}

1

[}

1

1

1

1

[}

1

|

{ Starting Date...:
| Starting Tinme...:
|

:

1

1

i

1

1

1

1

CHEQUES. ........:
CREDI T CARDS. . ..:

2. Cashier’sshift report.

Shows details of al transactions within a shift (Cashsales, Receipts, Payments and Adjustments)

Utilities.
Re-indexing files

Thisis afacility to re-organize database files in the Cashbook module in case of index corruption.
For this activity to run, no one should be using the Cashbook (No cashbook file should be in use).
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To maintain detailed accounts of Institutions and Individuals who receive services in the hospital

on credit.
The accounts held herein comprise mainly institutions which send their staff for treatment in the

hospital and settle the bills afterwards.
Statements of Account and details of Outstanding balances for those companies are generated in

The Ledger receives Invoices from the Inpatient and Outpatient Billing Systems and
this module.

settlements(receipts) from the Cashbook.

THE DEBTORSLEDGER

Objective
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Categ. Code Category Code (upto 2 Characters)

Desc Description of the Category (upto 25 Chars.)



Accounts Reqgister

Transacti ons

Accounts Categories

Anal ysi s Codes
Accounts register

Set up

Syst em Opti ons

Account

Per m ssi ons

User
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- Nanme of Account hol der

Nane

hol der

- Address of Account

o Address

o Tel ephone

It must have

lies.

The Category in which this account

been created above.

o Category

updat e

transaction (The computer will

- Date of Last

o Last Trans

this field automatically as transactions take place).

(Updat ed

The current outstandi ng bal ance.

o O s Bal

automatically as transactions take place).

The Year todate |Invoices.

o Turnover

regardi ng an

my Wi sh to enter

Any notes that a user
account hol der.

Whet her

0 Remar ks

(e.g Deposit agreenent)

is suspended fromreceiving credit

If this is affirned,

an account

0 Suspended ?

then the system does

facilities.

not pernit admi ssion of patients under this account.

Credit Limt.

This is the maxi num bal ance al | owed.

oCr Limt.

the system shal

If the account exceeds this bal ance,

not permt further adm ssion of patients under this

account untill

t he bal ance falls bel ow.

Li st accounts

Vi ew or

Del et e,
by hi ghlighting the option on the horizontal

Amend,

may | nsert a new account,

The user

menu at the

in the register

bottom of the formand hitting <Return>
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The Notepad

The Notepad (or Scratch pad) may be used by the Debt collection staff to note down agreements

reached with debtors about outstanding bills etc.

. Not epad

19/ 02/ 1999

NO036

Dat e

Accno

suspensi on uplifted

ik

Action :

By _who :
By_when:

Not es

19/ 02/ 1999

meno

System Options
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The Val ue Added Tax percentage rate used on sal es

(Hospitals in East Africa,

fromany sal es tax.

o0 VAT Rate (%

are currently excenpted

So this rate is ZERO

| nvoi ces rai sed

The Count of manual
in this |edger.

The Count of

I nvoi ce No.

0 Next

receipts raised in this | edger.

Recei pt No. -
o0 Next CR Note.

0 Next

The Count of Credit Notes raised in this

| edger.

The Count of Paynment Vouchers raised in this

| edger.

Pay Voucher

0 Next

The Count of M scel |l aneous Debits raised in

this | edger.

M sc Debit -

0 Next
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o o

Next M sc Credit

Debtors Control Alc

in GL

Default Bank A/c in

GL

VAT Account

Accounting Period ends

on

in GL

The Count of M scellaneous Credits raised in
this | edger.

(Sel f expl anatory)

Bank Account which will receive debtors
paynments. This is the account that w |l appear
on the screen when receipting a debtor but the
user may change it at that tine.

(Sel f expl anatory)

This is the expected | ast day of the
accounting period (month). It changes
automatically when the nonth is closed. (The
user nust avoid changing it after the initial
setting).
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TRANSACTIONS

Reports

Credits

Debits
Al l ocation of Credits

| nvoi ces

M sc.
M sc.

Transacti ons
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ledger for accounting purposes (e.g Initially when setting up the system — the user may decide to
input al outstanding invoices manualy, then let the system bring in current invoices from the

Outpatients system. How ever it may be desirable that a user enters an old invoice directly into the
Billing system).

Ideally, Patients Invoices will automatically come into this ledger from the Inpatients and

This are manual Invoices raised directly in the debtors ledger.

Input Screen

| nvoices

e
l
I
I
I
I
I
I
I
I
I
I
I
I
:
22/ 05/ 2000

Tot al :

Anal ysi s. :

1
I
I
I
I
I
I
I
1
|
I
1
1
1
VAT:

Debits
Credits

Transacti ons
I nvoi ces
Al l ocation of Credits

M sc.
M sc.

appear on the statenent of Alc.

- (Leave Bl ank when invoicing manual | y)

0 Anal ysis

revenue account to be credited.

| edger

The Cener al

o GL Acc

I nvoi ce anobunt

o0 Anpunt

- Cal cul ated VAT (According to the VAT rate set in the

o VAT

SYSTEMS OPTI ONS earlier)

- Amount + VAT (Automatically worked out)

o Tot al

Ef f ect

Debits the debtor

s Year-todate Turnover

I ncreases the debtor'

Ledger the transaction

During the Inportation of data by the General
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shal |

DEBI T Debtors Control A/c in the General Ledger
CREDI T the G L Account supplied by the user.

Misc.Debits

Used to post adjustmentsto an account.

Reports

Transactions

I

|

i

i

I

I

|

i

I

I

I

I

!
22/ 05/ 2000

Tot al :

Anal ysi s.

I

I

I

I

i

I

I

I

I

I

i

i

I

I

I

I
VAT:

Credits
Al l ocation of Credits

Debits

Narr ati on:
G L Acc..:

I nvoi ces

M sc
M sc.

The aspects and effects are similar to those of a manual Invoice above.

NB. The Debit Note No. is generated automatically by the system.
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Misc. Credit

Similar to Misc. Debit (above) but with negative effect.

Input Screen

Transacti ons

I
I
.’
I
I
1
I
I
I
I
I
|
22/ 05/ 2000

STIITIIIIIITIIIL L 4 TooootIooI:
SoIIIIIIoIIIITICY L F B TIooooIoooo:
e e ' . > - e
SSIlIooioiito i g TIooooIoooo:
—_————— e ' [ —_—— e
ToIIITIoIooIIoos 8 < ToIooooooIIs
--IITooooIITIooo o ToooooIoooI:
|||||||||||||||| ' <C e
B ' > e

Msc Cr. No: 010561

Debits
Credits
Acc No...:
Narration

| nvoi ces

M sc.
M sc.
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The system performs all logical checks to ensure that the user does not overstate the Invoices being

When an account is given, the system displays all the Un-allocated receipts and the Outstanding
paid off.

Invoices of that account and allows the user to pick areceipt and mark the al the Invoices being

This s the facility which enables a user to match receipts of an account with the Invoices being
settled by that receipt.

Settled.

Stating the Account in which allocation is to be performed

Allocation of Credits

S P S O
———— T - —————— 1 ———— —— T ————— 1 1 e —————
o IIZ--ZZIZIZIIIIT A 7 S  ZIZZIZZC

gUEImmIE oI SIIIEETig o I

- 85000. 00)
- 22500. 00)

I

I

I

I

[}

I

-54000. 00 (Bal .
-85000. 00 (Bal .
-22500. 00 (Bal .

i

i

]

I

I
I
I
I
I
I
+
I
I
+
I
I

Debi ts
Credits

UN- ALLOCATED CREDI TS
I
I
I
I
I
1

All ocation of Credits

| nvoi ces

M sc.
M sc.

Transacti ons
10/ 01/ 2000
15/ 01/ 2000

RCT 003427 22/01/2000

RCT 003221

All Unallocated Receipts & Cr.Notes are displayed
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Sep 3

Assuming the User has selected Receipt N0.003221 of 54,000F, the receipt balance is displayed
together with al the unpaid Invoices of that account as shown below.

ALLOCATI ON OF CREDI TS

o m e m e e e e e e e e e e e e e e e e +

Client: CO001 CAPI TAL SOFTWARE LTD i Anount to Allocate: 54,000 '
-------------------------------------------- e
Dat e I Ref. | Description | Amount | Balance | Allocated !
--------- S e e i S i
04/10/99 120091 | BONFACE WANDERA! 54000 | 54000 | | !
09/11/99 ;120130 | EDW N PAUL i 85000 |} 85000 | | '
12/12/99 120180 | PETER JAMES ! 22500 | 22500 | | !
14/12/99 | OL0050 |JERRY STEPHEN | 8250 | 8250 | : !
: | | | | | |

1 1 ] 1 1 1 1

1 1 1 1 1 1 1

1 I 1 1 1 1 1

1 I 1 [} 1 1 1

1 1 1 1 1 1 1

1 1 1 1 ] 1 I

1 1 1 1 1 1 1

1 1 1 1 1 1 1

1 [} [} [} I [} }

1 1 1 1 1 1 1

1 1 I 1 1 1 I

1 1 1 1 1 1 1

1 1 1 1 1 1 1

1 1 1 1 ] 1 I

1 1 1 1 ] 1 1

1 1 1 1 1 1 1

1 [} [} [} I [} }

1 1 1 1 1 1 1

1 ] 1 1 1 ] 1

1 1 1 [} 1 1 1

1 1 1 1 1 1 1

1 1 1 1 1 1 1

Fommmmme e +

Assume the Invoice being settled is I nvoice No.| 20091

Sep4

Upon alocation the balance of Invoice 120091 reduces to 0 and the remaining balance of the receipt
also reduces with the same amount.

ALLOCATI ON OF CREDI TS

o m e e e e e e e e e e e e e e eeeeaao - +
Client: CO001 CAPI TAL SOFTWARE LTD i Ampount to Allocate: 0 i
-------------------------------------------- R i
Dat e i Ref i Description i Amount | Balance | Allocated |
--------- e L e e e
04/10/99 120091 |BONFACE WANDERA] 54000 | 0 i 54000 ' '
09/11/99 120130 | EDW N PAUL i 85000 | 85000 H '
12/12/99 120180 | PETER JAMES 22500 | 22500 ' '
14/ 12/99 | 010050 | JERRY STEPHEN 8250 8250
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Automatic Surcharge

2. 0%
| NTEREST ( OVERDUE 60 DAYS)

22/ 05/ 2000
S
> 30 Days
> 60 Days
> 90 Days
>120 Days |
S

1
11
[}
1
11
[
[
11
1
1
[}
1
[}
[}
Debtors with an Qutstandi ng Bal ance

be surcharged.

wi ||

Penal ty Period

Surcharge Rate :
Description....:

Surcharge date :

NOTE: Al |

Debits
Credits

Transactions
| nvoi ces
Al l ocation of Credits

M sc.
M sc.

Reports
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Statement of A/c : Request screen
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Effects
v Closes the Accounting Month and increments the Calender month

v Carries forward the Monthly Balance for al accounts
v Initiaises the Monthly Control totals
Before running this routine, all reports must be printed and

a Back-up of the data taken.
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End of Year

v Closes the accounting Month and Year al at once

v Carries forward the Monthly & Yearly Balances for al accounts

v’ Initialises the Monthly Control Totals

v

Initialises the Y ear-Todate Turnover for all accounts

v Purges off al Paid off Invoices.

v" Purges off receipts and other credits that have ZERO balances (i.e already allocated to

Invoives)

Since this procedure is destructive to data, it is recommended that all reports are printed and the

Data 'BACKED-UP before performing it.

Utilities
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M er ge Two Accounts

All transactions of an account are sent to another account and the first account is dissolved.

Input Screen

Exi t

Merge two Accounts

Uilities

cease to exist

Acc No. :
NOTE: The first Alc wll

Merge Acc No.:

Into



trends

# To keep track of re-order levels and recommend replenishments based on consumption
# To generate Purchase Orders

# Tomaintain alog of all transactions involving stocks in the Pharmacy(ies)

# To Debit Patients when issued with drugs and other pharmaceuticals (Dispensing)
# To Debit Internal departments when issued with pharmaceuticals

# To maintain and compute average consumption trends

# Tomaintain aregister of all Pharmaceuticals
# To compute costing of Pharmaceuticals

# To compute profits on sales
# To maintain Sock levels and Stock values

PHARMACY MODULE

M aintenance

Objectives

Transacti ons

Price List

Consuner Depts.

St ock Categories
Stock Itemns

Suppl i ers'

Mai nt enance
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Store Locations

As the name suggests these are stores in which pharmaceuticals will be stored. An inventory will be

kept for each store.

P
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Unique identification of the store (Upto 3 characters)
Name or description of the store (Upto 25 characters)

Physical location of the store

Code

(Upto 25 characters)

Desc
Address
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categorise items on their formation e.g:- 01-Syrups, 02tablets, 03-Capsules, 04-Injectables.....

Categorisation of stock items. The criteria of categorisation is user specific as one may wish to
Or on treatment e.g 0-Antibiotics, 02- Anti Fungal....

Stock Categories

Vi ew

Del et e

e T T < Ty

0
i
1
1
1
1
1
1
Anmend
I
1

+- -
1
1
1
1
+
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

Price Lis

Mai nt enance
Consumer Depts.
Stock Itens
Suppl i ers'

Desc Description of Category



Consumer_Depts.

These are the internal departments of an institution. They may obtain items from the pharmacy

stores for internal use. When such goods are issued to them, they are charged at cost.
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Identification of the department (Upto 3 characters)

Code

Name of the department

Desc

G/L Exp.Acc The account to be debited when items are issued to this department (The account

must be existent in the General Ledger).



Stock [temsreqister

i Store Locat] Location.....: i
i Stock Categ; Stock Code...: H
i Consuner De; Desc.........: !
I Stock Itens] : i
| Suppliers' | Category.....: i
1
|

| |
I 1
| 1
I I
[} I
I I
I I
I [}
I I
| I
| i
i User Permis] Purchase Unit: Re-order vl : i
R i Dispens' Unit: M nimum | vl..: i
bbbttt Unit Factor. . : Maxi mum [ vl . . : i
Prrrrirninriinne g o Ayg Cost. Stocks IN....: L
SRR R Late_st Oos_t..: Stocks QUT...: i
vyt Selling Price: Booked stock : i
SERRRERERRRRRRE: On Order.....: i
piiiiiiiiiiiii Avge nonthly _ i
fiiiiiiiiiiiiiiy Consunption. . : Qy in stock : i
fiiiiiiiiiiiiii Suppliers... . i
rrrrrrrrrerrrrnrinl . 1
rrrrrrrrrrrrrrinl " [}
piiiiiiiiiiiiing Dosage..... L
fiiiiiiiiiiiiiil  Instructions.: i
L [}
rrrrrrrrrrrrrrni [}
vty Insert Amend Del ete Vi ew Li st i
IIIIIIIIIIIIIII+ ______________________________________________________________ +I
rrrrrrrrrerrrrnel 1
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrnd
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr e rrrrnt
Location......  The store location.
Stock Code...:  Upto 10 characters to uniquely identify the item
Desc.........: Description of the item (2 lines of 40 characters each)
Category...... The category in which the item belongs. When code is given the name will
Pop-up

Purchase Unit: The expected packing unit when purchasing. E.g Gross or Dozen or 5ltr Can

Dispens Unit:  The dispensing Unit. The packing when issuing out on retail e.g Tablet, ml etc

Unit Factor...  Theratio between Purchase Unit and Dispensing unit.

Wt. Avg Cost.:  Wheighted Average Cost. Initialy it will be the Unit cost of the items . Later
whenever more items are added (purchased), it will be re-computed as follows :-

Formula: (Old Stock Level * Existing Wt.Avg Cost) + (Qty added * New Cost Price)

Old Stock level + Qty added

Latest Cost...  The latest Purchase cost. (Notice the difference between this and Wt.Avg.Cost)

Sdling Price: The Unit Price at which items are sold (dispensed) - Usually a mark-up is added to
the Weighted Avg. Cost to obtain the Selling Price.

Re-order IV :  The level at which when goods fall below an alert is given to replenish.
The system computes this figure in relation to the Avg.Monthly Consumption and
the frequency of Ordering (Purchasing). Will be used when generationg L POs.

Avg. monthly

Consumption..: The Average consumption in a month (Computed by the system)

Suppliers.....  Names of preffered Suppliers

Dosage........  Recommended frequency of intake or application of the medication. Will appear

on Lables whenever this medication is dispensed to a patient.



Instructions.:  Specia notes and/or warnings to the patient using the medication. Will appear on
Labels whenever this medication is dispensed to a patient.
Minimum vl... The minimum leve this item should be allowed to go to. Below thislevel iscrisis

level.
Maximum Ivi..: The Maximum level this item should be allowed. Maybe based on sp ace available
StocksIN.....  Quantity of Stock received during current period

Stocks OUT...: Quantity of Stock issued out during current period

*Booked stock : (Not in use)

On Order......  Quantity Ordered but yet to be received. (Automatically updated by LPO & GRN
programs)

Qtyin stock :  Current Stock Level



SuppliersPricelist

The Suppliers are requested to hand-in their current price lists and these are saved in the computer.
Any price changes are updated as necessary so that this file reflects the most current prices.

These prices will be used by the system to automatically pick the cheapest supplier when ordering
drugs (automatic L PO generation).

Supplier's Alc No.: A01

Supplier's Nanme...: AMKEN LI M TED
Drug Code | Nane of Drug iUnit of Measure|Unit Cost | Latest
A022 | AMOXYCI LLI N 125M& 5M. 100ML | BOTTLE 390. 00} 01/ 06/
A019 | AMOXI L 500MG CAPSULES i CAPSULE 80. 00} 01/ 06/
A009 i ALTACI TE PLUS TABLETS | TABLET 25. 00} 01/ 06/
A001 i ACTAL | TABLET 12.90; 01/ 06/

I
I
I
I
1
':
| ADALAT 10MG CAPSULES i CAPSULE ' 40. 00; 01/ 06/
I
I
I
I
I
I
I
I

8
o
ol

Supplier A/c No. The Supplier’s account number as created in the Suppliers’ Ledger
Unit of Measure The Purchasing Unit (see Stocks register)

Unit Cost The Cost of one unit — Purchase Unit - as quoted by the supplier
Latest Date of last Price Update



User Permissions

Allow ALL ............ ? Disallow ALL........ ?
Anmend Store Locations.? Vi ew Stock Levels...?
Anend Stock Categories? Vi ew Stock Values...?
Amend Consuner Dept...? Vi ew St ock Movenents?

Amend Stock ltens..... ? View Price Lists....?
Issue LPGs............ ? Vi ew Sal es Report...?
Cancel LPGs........... ? View Presc. fees....?
Enter GRNs............ ? View Disc. Gven....?
Enter GRTs............ ? Vi ew Consunption rep?

View Pur. Recom....?
View Orders......... ?

| ssues to Consm Depts. ?
| ssues to Patients....? ?
Retn from Consm Depts. ? Vi ew Pending Orders.?
Retn from Patients....? Vi ew Cancel ed Orders?
Enter Stock transfers ? Vi ew Goods R. f. Sup.?
Enter Stock Adj...... ? Vi ew Goods R to Sup.?
Export to Accounts....? Vi ew Anended | ssues. ?
Perform End of Month ? Vi ew Anended Ret urns?
View GRNS/ GRTS. . ... ... ? View Transfers...... ?
View Iss. & Ret.f.Cust.? Vi ew Adj ustnents....?

View Patient Drug St?



Transactions

Automatic Generation of L POs

Dept .
Dept .

Reports

LPO Cancel ati on
Re-print LPOCs

| ssues to Consuner

| ssues to Patients
Returns from Consuner
Returns from Patients
St ock transfers

St ock Adj ustnents

38

Transacti ons

The system will compare the Stock Levels of all items against their re-order levels and determine

which ones need to be replenished. For those that need replenishment it will obtain the cheapest
supplier from the Supplier’s Price list and automatically assemble LPOs per supplier. The LPOs

may be printed immediately or later through Re-print LPOsfacility.

Re-Order Level - (Current Level + Pending Orders)

Qty to be Ordered

Formula :

PURCHASE RECOVENDATI ON
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L PO Cancellation

The Pending L POs may be cancelled thereby reducing the expected deliveries. When thisis done,
the Ordered Qty in the Stocks register is reduced.

Input Screen

LPO No......: 181 Ref...: 181 Date...: 13/10/1999
Supplier Acc: LO1 Nare. . :
Store (Loc.): PHA PHARMACY Anmount 44.00

1 4 4
2! A007 ! ALDACTONE 25MG TABLETS ! TABLE! 2 4 8
3! A008 ! ALDACTONE 100MG TABLETS ! TABLE! 1. 4. 4
4! A009 ! ALTACI TE PLUS TABLETS ! TABLE! 2. 00! 4. 000! 8. 00
5! A010 ! ALTACI TE SUSP. 250M. ! BOTTL! 2 4 0
6! A012 ! ADRENALI NE | NJECTI ON 1MG | AMPOU! 2 4 0



Re-print L POs

Facility to re-print automatically generated L POs. See Automatic generation of LPOs above.

Request Screen
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Goods Received from suppliers

. GRNs CHOGORI A Phar macy Modul e .
GRN No......: 10743 Date...: 01/06/2000 Inv. No..: A002
LPO No......: 181 LPO Ref: 181 LPO Date.: 13/10/1999
Supplier Acc: LO1 Name. ..: LORDS PHARMACY
Store (Loc.): PHA PHARMACY Deliv. No: A002

Ln! Item Code | Descri ption iUnit | @cost | Qy] Anmount
1} A001 1 ACTAL | TABLE] 1. 000; 0. 000] 0. 00

J I o e e e e e e e e e e e e e e e e = - | | | |

I [} I [} 1 I

1} A0O1 | ACTAL | TABLE] 1. 000; 0. 000; 0. 00
2} A007 | ALDACTONE 25MG TABLETS | TABLE] 2.000; 0. 000; 0.00
3] A008 | ALDACTONE 100MG TABLETS i TABLE] 1. 000, 0. 000; 0.00
41 A009 | ALTACI TE PLUS TABLETS | TABLE] 2. 000} 0. 000 0. 00
5] A010 | ALTACI TE SUSP. 250M | BOTTL| 2.500] 0. 000; 0.00
6] A012 | ADRENALI NE | NJECTI ON 1MG | AMPQU, 2.500] 0. 000; 0.00

GRN No. Goods receipt Note number. (automatically generated by system)

Date Date when goods are received

Inv No. Supplier’s Invoice Number

LPO No. Our Order Number (if purchased through L PO otherwise should be left blank)
LPO Ref If LPO Number is given, the system will automatically bring up the details of the

LPO including the LPO reference.

LPODate  Comes up automatically when LPO number is given.

Supplier Acc The Account number of the supplier (as created in the Supplier’s Ledger. (Blank is
alowed like in Cash Purchases).

Name Name of Supplier (Comes up if A/c was given)
Store(Loc)  The store receiving the goods

DelivNo. Delivery Note number (from the supplier)
Effects

(On each stock item :-)

Stock level increases by the quantity received

9 Wt.Avg Cost is recomputed (see formula under Stocks register)

9 Sdling priceisre-computed (Wt.Avg Cost X Mark up)

9 Stocks-IN field in stocks register isincreased by the quantity received

D



Goods Returned to Suppliers

Similar to Goods Received from Suppliers but with reverse effect.

Input Screen

. Goods Ret ur ned

92

Phar macy Modul e .

GRT Note No 367 Date...: 01/06/2000 Cr Note..: A009
LPO No. .....: 181 GRN No.: A0002 GRN Date.: 01/06/2000
Supplier Acc: LO1 Name...: LORDS PHARMACY
Store (Loc.): PHA PHARMACY Deliv. No: A002
Ln!ltem Code |Description ‘Unit | @ost] Qyl  Amount
3! A009 ! ALTACI TE PLUS TABLETS ! TABLE! 4. 630! 40. 000! 185. 20
1! A005 :IADALAT 10MG CAPSULES i CAPSU{I 100. oooi 5. oooi 500. 00
2! A009 ! ALTACI TE PLUS TABLETS ' TABLE! 4. 630! 40. 000! 185. 20
I I I I I I
i i i i l |
| | i i i |
I I I I I I
| | | i | i
| | i | i |
I I I I I I
| i i i i i
I I I I I I
I I I I I I
I I I 1 I |
GRT No Goods Return Note number. (automatically generated by system)
Date Date of transaction
Cr .Note Supplier’s Credit Note number
LPO No. Order Number (if applicable) otherwise should be left blank
GRN No. The GRN being reversed (Must be of current period).
GRNdate  The date of origind GRN (Comes automaticaly if valid GRN is given)

Supplier Acc The Account number of the supplier (as created in the Supplier’s Ledger. (Blank is

allowed like in Cash Purchases).

Name Name of Supplier (Comes up if A/c was given)

Store(Loc)  The store from which goods are being removed.

Ddliv No. Our Delivery Note number (when returning the goods to supplier).
Effects

(On each stock item :-)
9 Stock level isreduced by the quantity returned

® Stocks-IN in stocks register is reduced by the quantity returned



| ssues to Consumer Departments
Used when issuing goods for internal use. The receiving department is charged at cost.

Input Screen
.l ssues to Consuner Depts. CHOGORI A Phar macy Modul e .
I ssue No....: 040643

Date........: 01/06/2000 Ref....: WEEKLY | SSUE

Consum Code: ANC Nane. ..: ANTE-NATAL CLINIC

Store (Loc.): PHA PHARMACY

Ln} 1 tem Code | Descri ption i Unit | @rice| Qy, Anount
0! A0O1 ! ACTAL ! TABLE! 1.36!  490.000! 666. 40
J I o o o o o e o e o e e e e e e e e e m e m o | . I o o e e e e oo o |
1! A005 ! ADALAT 10MG CAPSULES ! CAPSU! 68. 44! 20. 000! 1368. 80
2! A010 ! ALTACI TE SUSP. 250M ! BOTTL!  271. 36| 29. 000! 7869. 44
3! A00O1 ! ACTAL ! TABLE! 1.36!  490. 000! 666. 40
I I I I I I
| | | i | |
I I I I I I
I I I I I I
I I I I I I
| | i | | |
| | o | |
Tot al 9904. 64
IssueNo...... Issue No. (generated by system)
Date........... Date of transaction
Ref............ The reference or short supportive description of the transaction
Consm.Code.. Code of the department receiving the goods as created in consumer departments file.
Name.......... The name of the receiving department (pops up when a valid consumer code is
given)
Store(Loc)... The store from which goods are being issued.
Unit........... The Unit of Measure (Dispensing unit)

@Price...... Unit cost. System will prompt the Wt.Avg.Cost but this may be changed if a
different price is desired.

Qty.......... Quantity being issued.

Amount...... Product of @ Priceand Qty (i.e Qty X @Price)

Effects
(On each stock item :-)
® Stock level isreduced by the quantity issued out
® Stocks-OUT in stocksregister is increased by the quantity issued out
Overd

9 Inthe Genera Ledger, Stocks A/c is credited with the Total Cost while the Department’s
Expense A/c is Debited with asimilar amount.




Returns From Consumer Dept.

Similar to Issues to Consumer Dept. but with negative effect.

Input Screen
-Ret’ns from Consumer Depts. ~  CHOGORIA  Pharmacy Mdule .
Return No...: 018287
Date........: 01/06/2000 Ref....:
Consum Code: ANC Name...: ANTE-NATAL CLIN C
Store (Loc.): PHA PHARMACY
Ln} It em Code | Descri ption tUnit | @rice| Qy; Anount
0! A008 ! ALDACTONE 100MG TABLETS ! TABLE! 62. 69! 30. 000! 1880. 70
F b o e e e e e e o e e e e e e e e e - | I I o e oo oo I o e e e e oo o |
I I I I I I
1} AOO3 i ACTI FED TABLETS | TABLE] 3. 35] 56. 000} 187. 60
2} A020 | AMOXI L 250MG CAPSULES 1 CAPSU; 5. 58] 456. 000] 2544. 48
3] A008 | ALDACTONE 100MG TABLETS | TABLE] 62. 69| 30. 000} 1880. 70



| ssuesTo Patients

Used when dispensing drugs to Inpatients, OPD Credit patients and Cash Sale cases.

When transaction is saved, the system prints |abels (one per item) with dosage and Special
Instructions inscribed on it. For Inpatients and OPD credit cases, the patient is billed with the total
price. An optional Prescription feeis added to each prescription as a service charge.

Input Screen
.l ssues to Patients CHOGORI A Phar macy Modul e .
I ssue to....: |iBEGHlEEE OFD /Cash sale
Reg No......: 107263 Name. ..: HERBERT ASAVA
Prescrip No.: 212494 Doctor. : Date...... 01/ 06/ 2000
Store (Loc.): PHA PHARMACY
Ln} It em Code | Descri ption tUnit | @rice| Qy| Anpunt
1! A001 ! ACTAL ! TABLE! 1.81! 40. 000! 72.40
SR REEEEEEEEE o o EERRRREEE REERRREEEE AR
I I I I [} I
I I I 1 I I
I I I I [} I
I I [} I [} 1
B e N N e N T .. +
iDosage...............: Chew 1 or 2 when in pain '
| Speci al Instructions : Do not exceed 20 tablets in a day i
o m m o m e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e a—o +
I I I I I I
I I [} I [} L}
I | I I I I
I I I I I I
I I I I I I
I I I I I I
I I I I [} I
I I I I I I
I I I I I I
I I [} I [} L}
I | I I I I
I I I I I I
I I I I I I
I I I I I I
I I I I [} I
I I I 1 I I
Add Presc.fees: 30.00 Tot al 30. 00

Issueto: Inpatient/ OPD /Cash Sale .Select as appropriate.
0 Sdect Inpatientif the receiving patient is admitted in the
wards
0 Sdect OPD if patient is registered in the OPD register and bill
is payable via credit arrangements.
0 Sdect Cash Salesif drugs are being sold in cash over the

counter.
Reg No. Patient’ s registration number. Applicable to Inpatient & OPD cases. (Must be a
validly registered patient in the appropriate register)
Name Name of patient for whom drugs are being dispensed.
Prescrip No.  Prescription number (generated by system).
Doctor Prescribing Doctor. For Inpatients, the system will first prompt the Attending Doctor

as given in the patient’s register although the user may edit this.
Store(Loc)  Issuing store.

Effects
(On each stock item :-)




9 Stock level isreduced by the quantity issued out

§ Stocks-OUT in stocks register is increased by the quantity issued out

Overal

9 If Inpatient or OPD case, the patient’s bill is debited with the Total Amount of the
prescription (Later in the Patients billing system the Pharmacy Income A/c will be credited
asthe Patients Control A/c is debited)

9 Inthe Genera Ledger, Stocks A/c is credited with the Avg.Wt.Cost while the Cost-of-sales
Alc is Debited with a similar amount.

Returns From Patients

Similar to I ssues to Patients but with negative effect.

Input Screen
.Returns from Patients CHOGORI A Phar macy Modul e .
Return from: Inpatient/ OPD /Cash sale
Reg No......: Name. ..: WAFULA
Return No...: 037284 Date...: 01/ 06/ 2000
Store (Loc.): PHA PHARMACY
Ln} It em Code | Descri ption 1 Uni t @rice| Qyl Amount
3! A016 ' AMI KACI N | NJ. 100MG ''VI AL 580. 34! 30. 000! 17410. 20
N I o o o o o o o e e e e e e e e e Y oo I e oo oo | o e e e e oo oo
I I I
1} AO11 ALTACI TE TABLETS TAB 4. 50, 60. 000} 270. 00
21 A0O16 AM KACI N | NJ. 100MG VI AL 580. 34} 30. 000} 17410. 20

Add Presc.fees: 30.00 Total : 17710. 20
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Stock Transfer

Used when transferring stocks from one store to another. The Item(s) being transferred must have
been created in both stores (see Stocks register).

Input Screen
. Stock Transfer CHOGORI A Phar macy Modul e .
Trf Note No.: 023500 Date.......: 01/06/2000

Descri ption : WEEKLY TRANSFER
From Store..: PHA PHARMACY

To Store....: CPH CASUALTY PHARMACY
Ln! It em Code | Descri ption tUnit | @Cost | Qy] Anmpunt
4! A019 ! AMOXI L 500MG CAPSULES ! CAPSU! 14. 45| 69. 000! 997. 05
T b o o o o e e o e e e e e e e e e e e e e e - | I I oo oo o I o e o oo - I o e e e e oo oo
I I I I I I
1! A009 ! ALTACI TE PLUS TABLETS ! TABLE! 4.63] 50. 000! 231.50
21 A011 ! ALTACI TE TABLETS ' TAB | 3.39!  600. 000! 2034. 00
3! A019 ! AMOXI L 500MG CAPSULES ! CAPSU! 14. 45| 69. 000! 997. 05
| | i | | |
I I [} 1 [} [}
I I I 1 I I
I I I 1 [} [}
[} I [} 1 [} [}
I I I I I I
I I I 1 [} |
I I } I 1 I
I I I I I I
I [} [} 1 [} [}
I I I } I I
I I I 1 [} [}
[} I [} 1 [} [}
I I I I I I
I [} I 1 1 I
Tot al 3262.55
TrfNO...coen Transfer Note number (generated by system).
Description......... A Short supportive description of the transaction (e.g reason for transfer)
From Store (Loc)... Issuing store.
To Store (Loc)...... Receiving store.
Cost...ovvvein Avg. Wt. Cost of the Item being transferred.
Effect

In the Issuing Store

(On each stock item transfered-)

§ Stock level isreduced by the quantity issued out

9 Stocks-OUT in stocks register is increased by the quantity issued out
In the receiving store

(On each stock item transfered:-)

9 Stock level isincreased by the quantity received

9 Stocks-IN in stocks register is increased by the quantity received.
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Stock Adjustment
Used to vary the Stock level of a stock item. E.g in the event of breakages or goods expiry.

Input screen
. St ock Adj ust nent CHOGORI A Phar macy Modul e .
Adj. Note No: 007024 Date.......: 01/06/2000

Description : STOCK ADJUSTMENT
Store (Loc.): PHA PHARMACY

Ln! 1tem Code | Descri ption tUnit | @Cost | Qv Anmount
3] A008 | ALDACTONE 100MG TABLETS i TABLE] 62. 69| 30. 000 1880. 70
I I I I I I
T [ |-ttt Tm T |
1} A009 | ALTACI TE PLUS TABLETS TABLE; 4. 63| 90. 000 416. 70
2| A008 | ALDACTONE 100MG TABLETS TABLE] 62. 69| 30. 000 1880. 70

Tot al 2297. 40
Adj Note No........ Stock Adjustment Note number (generated by system).
Description......... Brief reason for adjustment (Maximum of 25 characters)
Store(Loc)......... Store in which the item is being adjusted.
Qty. o Quantity by which the Item is being adjusted +Ve or -Ve
Effects

(On each stock item :-)
§ Stock level is adjusted upwards or downwards depending on value of ' Qty’
9 Stocks-OUT is adjusted upwards or downwards depending on value of ' Qty’

Overa
9 Inthe General Ledger, Stocks A/c is credited with the Total Cost while the Stock
Adjustments Expense A/c is Debited with asimilar amount.



REPORTS

Uilities

Peri ods
Pur chase reconmendati on
Goods Received from Suppliers
| ssues & Returns from Consm Dept .

LPO Exception report
Pati ents Drug Statenent

Reports
St ock Level s
St ock Val ues
St ock Movenents
Price List
Sal es report
Prescription fees
Di scounts given
Cancel l ed Orders
| ssues
Ret urns
Transfers
Adj ust nent s
GRNs & GRTs
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See appendix for sanples

Below are the request screens:-

Stock L evels

Uilities
Printer

1
1
1
1
Fom e e e o -

oot

From Locati on
Location :

From St ock Category :
St ock Category :

From St ock Code :
St ock Code :

Qutput to :

St ock Level s
To
To
To

Reports Peri ods
e o
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Stock Values

B oo

Uilities

Cat egori es

St ores
e

Fomm e oo 4
e e e e oo+

From Location :
Location :

From St ock Category :
Stock Category :

From St ock Code :
St ock Code :

Sorted on :
Qutput to :

To
To

St ock Level s
To

St ock Val ues

Reports Peri ods
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Stock M ovement
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Prisel ist

Uilities

Peri ods

St ock Levels
St ock Val ues

Reports
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ort

Salesr

Peri ods Uilities

Reports

(Quantities)

Purchase recommendati on
Goods Recei ved from Suppliers

LPO Exception report
Cancel l ed Orders

Pati ents Drug Statenent
GRNs & GRTs

Prescription fees
Consunption report

St ock Level s

St ock Val ues

St ock Movenent s
Price List

Sal es report

Di scounts given
Transfers

Adj ust nent s

| ssues
Ret ur ns

Screen
Printer
Fo-mm -t
Al phabet
Cat egory
R il

Location :

Stock Category :

St ock Code :
Sorted on +----------+

From St ock Cat egory
Qutput to +---------+

1

1

[}

1

i
From Location :
From St ock Code :

To
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Prescription fee

Uilities

Peri ods

Reports

(Quantities)

ods Received from Suppliers
ods returned to Suppliers

| ssues

Ret ur ns
Pati ents Drug Statenent

GRNs & GRTs

Consunption report
LPO Exception report
Cancel l ed Orders

Stock Levels

St ock Val ues

St ock Movements
Price List

Sal es report
Prescription fees
Di scounts given

Transfers
Adj ust nent s

383

/

01/ 06/ 2000

B

No.
No

| ssue Date :

From Presc.
From | ssue Date
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Discountsaiv en

Uilities

(Quantities)

Peri ods
Purchase reconmendati on
Goods Received from Suppliers

LPO Exception report

Cancel |l ed Orders
Patients Drug Statenent

Stock Levels

St ock Val ues

St ock Movenents
Price List

Sal es report
Prescription fees
Di scounts given
Consunption report
GRNs & GRTs

Reports
Ret ur ns
Transfers
Adj ust nent s

/

/
01/ 06/ 2000

Printer

1
1
1
1
Fom e e o -
1
[

Fom e e oo+
Screen

| ssue Date :
11
11

From | ssue Date :

Qut put to :
1
I
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Consumption Report

Uilities

Peri ods
Consunption report (Quantities)
Pur chase reconmendati on
Goods Received from Suppliers
% & Returns from Consm Dept .

LPO Exception report
Cancel | ed Orders
Patients Drug Statement

St ock Levels

St ock Val ues

St ock Movenent s
Price List

Sal es report
Prescription fees
Di scounts given
Ret urns
Transfers

Adj ust nent s
GRNs & GRTs

Reports

Transacti ons
1
I
|
+

Nane (Al phabet)

Printer
Cat egory

1
[
1
1
Fomm e e e -

Screen

Location :
Stock Category :
St ock Code :

i

1

1

From St ock Category :
Qutput to +---------+
Sorted on

Mai nt enance
From Location :
From St ock Code :

To
To
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Pur chase Recommendation
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L POsException Report

All LPOs issued to suppliers who's prices weren't the lowest or LPOs issued against the

recommendation of the system (re-order level rule).
ra
N
i
1
i
[}
|
i
II
I
}
|
I II

Uilities
/
01/ 06/ 2000
B L
Screen
Printer

LPO No.....:
LPO Date...:
From St ock Code :
St ock Code :

From LPO Date...:
To

From LPO No.....:
To

Qutput to :

St ock Movenents
To

St ock Level s
St ock Val ues
Price List

Peri ods
Sal es report

Reports
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liers

Goods Received from Su

Uilities

Peri ods
Pur chase recommendati on
Goods Received from Suppliers

LPO Exception report
Pati ents Drug Statement

Reports
St ock Level s
St ock Val ues
St ock Movenents
Price List
Sal es report
Prescription fees
Di scounts given
Cancel | ed Orders
Ret ur ns
Transfers
Adj ust nent s
GRNs & GRTs

/
01/ 06/ 2000

B

Location :
Suppl i er
GRN Date...:

From GRN Date. . .:

From Location :
To

From Supplier
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GoodsReturned to suppliers

Uilities

Peri ods
Consunption report (Quantities)
Purchase reconmendati on
Goods Received from Suppliers

LPO Excepti on report

Cancel |l ed Orders
Patients Drug Statenment

Stock Levels

St ock Val ues

St ock Movenent s
Price List

Sal es report
Prescription fees
Di scounts given
Ret ur ns
Transfers

Adj ust nent s
GRNs & GRTs

Reports

i
|
|
I
I
/

I
I
I
I
I
I
I
I
/
01/ 06/ 2000

Fom e e e+

Location :
Suppl i er
GRT No.....:
GRT Date...:

e

|

1

1

1

]

[}

1
From Location :
From Suppl i er
From GRT No.....:
From GRT Date...:

To
To
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Issuesto Consumer Dept.
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Returns From Consumer Dept.

Ex
1
1
1
1
I
1
1
I
[}
1
[}
1
I
I
1
]
1
1
[}
1
E
1

11

11

Code)

(by Staff No./Name)

From Patients (by Adm No.)

From Patients (by Presc.

Uilities
(by Issue No.)
No. )

(by Consuner

dept .
' STF

Peri ods

From Consumner dept.

From Consuner

Pur chase reconmendati on
From Consuner

St ock Level s

St ock Val ues

St ock Movenents
Price List

Sal es report
Prescription fees
LPO Exception report
Cancel l ed Orders

Reports

i
I
I
1
1
1
1
1
1
1
1
1
I
1
1
I
1
/

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
/
01/ 06/ 2000

R -
Printer
Femmmea et
1
1

e
|
1
1
1
1
1
I
[}
1
[}
1
1
1
:
From Location :
Location :
From St ock Code :
St ock Code
From Ret'n Date :
Ret'n Date :
_ 1
1
I
1
11
11

To
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Transfers

Uilities

Peri ods
Pur chase reconmendati on

Prescription fees

Di scounts given

LPO Exception report
Cancel | ed Orders
Patients Drug Statenment
GRNs & CRTs

St ock Levels

St ock Val ues

St ock Movenents
Pri ce List

Sal es report

Ret ur ns
Transfers

Adj ust nent s

Reports

i
|
|
I
I
/

I
I
I
I
I
I
I
I
/
01/ 06/ 2000

ot

Location :
No. . :
Doc. No..:
St ock Code :
1
1

From Date.......:
Dat e

From St ock Code :
To

e

i

1

1

1

]

[}

1
From Location :
From Doc.

To
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Stock Adjustments

Uilities

(Quantities)

Peri ods
Pur chase reconmendati on
Goods Recei ved from Suppliers

LPO Excepti on report
Pati ents Drug Statenent

GRNs & GRTs

Stock Levels

St ock Val ues

St ock Movenents
Price List

Sal es report
Prescription fees
Di scounts given
Consunpti on report
Cancel | ed Orders
Ret ur ns

Transfers

Adj ust nent s

Reports

I
I
1
1
+
I
I

/
01/ 06/ 2000
Printer

Scr een

I
|
I
I
+
I
I

Date. .:
Date. . :
11
[

No. . :
No. . :

From Location :
Location :
Doc.
From St ock Code :
St ock Code :
1
1

From Doc.
Qutput to :
1
]

To
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Patient Drug Statement

Uilities

(Quantities)

Peri ods
Goods Received from Suppliers
Pati ents Drug Statenent

GRNs & GRTs

--+ |Issues & Returns from Consm Dept.

St ock Levels

St ock Val ues

St ock Movenents
Price List

Sal es report
Prescription fees
Di scounts given
Consunption report
LPO Exception report
Cancel | ed Orders
Ret ur ns

Transfers

Adj ust nent s

Reports

I
01/ 06/ 2000

B

| ssue Date :
[
11

Adm No. . .:
From | ssue Date :

To
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GRNs & GRTs

Uilities

Peri ods
Consunption report (Quantities)
Pur chase recomrendati on
Goods Received from Suppliers

St ock Levels

St ock Val ues

St ock Movenents
Price List

Sal es report
Prescription fees
LPO Exception report
Cancel |l ed Orders

| ssues

Ret ur ns

Transfers

Adj ust nent s

Patients Drug Statenment
CGRNs & CRTs

Reports

/
01/ 06/ 2000
B

Location :
Suppl i er

From Date.....:
Dat e

e
i
I
]
1
]
[}
1
I
1
1
1
1
]
From Location :
To

From Supplier

To
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t.

Issues & Returnsfrom Consumer D

Uilities

Peri ods
Purchase reconmendati on
Goods Received from Suppliers

LPO Exception report
Pati ents Drug Statenent

St ock Levels

St ock Val ues

St ock Movenents
Price List

Sal es report
Prescription fees
Di scounts given
Cancel l ed Orders
Ret ur ns
Transfers

Adj ust nent s

Reports

/
01/ 06/ 2000

R

Location :
Consuner
From St ock Code :
St ock Code :

1
1

From Date......
Dat e

From Location :
To

From Consuner

To
To
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Close Month

the rel evant

reports and that you have taken the End-of-Mnth

Backup before proceedi ng.

Peri ods
I
1
1
1
1
1
1
1
I
1
I
I
off all the transactions

p
|
1
1
1
1
]
1
}
1
1
1
to clear

Ensure that you have printed al

s
|
I
]
1
1
1
1
}
|
May' 2000
01/ 06/ 2000
You are about

CAUTI ON

Effects

& All transactions in the month are deleted

® Average monthly consumption is re-computed (considering the last 4 months)

Formula:

Current Avg. + Stocks OUT + Avg Last Month + Avg Last Month but 1 + Avg last Month but 2

New Avg.Monthly Consumption

® Reorder Levelsare re-computed

Formula:

Reorder Level

Avg Monthly consumption
Frequency of Purchasing per Month

® Stock levels are carried forward to the following month as Balance b/f
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Close Year

Same procedures as in End -of-Month above.

the rel evant

reports and that you have taken the End-of-NMnth

Backup before proceeding.

Peri ods
Cl ose Month
Cl ose Year
the transactions

Ensure that you have printed al

1
1
1
1
1
1
[}
1
1
1
1
]
You are about to clear off al

S

|

I

I

i

I

I

I

I

I

!
May' 2000
01/ 06/ 2000

CAUTI ON :
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GENERAL STORE

Objectives

trends

# To keep track of re-order levels and recommend replenishments based on consumption
# To generate Purchase Orders

# Tomaintain alog of all transactions involving stocks in the Genera Store

# To Debit Internal departments when issued with stock items

# Tomaintain aregister of all non-pharmaceutical items in the store
# To maintain and compute average consumption trends

# To compute costing of Goods in the store
# Tomaintain Sock levels and Sock values

M aintenance

Transacti ons

Consunmer Depts.

St ock Cat egori es
Stock Itens

Mai nt enance



122

Store L ocations

As the name suggests these are stores in which goods will be stored. An inventory will be kept for

each store.
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Transact i

Itens

Consuner Depts.

St ock Categories
St ock

Mai nt enance

Unique identification of the store (Upto 3 characters)
(Upto 25 characters)

Name or description of the store (Upto 25 characters)

Physical location of the store

Code
Desc
Address
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Stock Categories

Categorisation of stock items. The criteria of categorisation is user specific.

e.g - 01-Stationery, O2Linen.....
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Consumer_Depts.

These are the internal departments of an ingtitution. They may obtain items from the Store

for internal use. When such goods are issued to them, they are charged at cost.

Vi ew

r
|
]
1
1
1
I
]
Del et e

1
I
I
1
1
1
1
1
Amend

Desc........:

+-
Price Lis|
i
1
1
1
1
1
1
:
+
1
1
1
I
i
I
1
I
I
1
1
1
1
I
1
1
1
1
I
1
I

Per m ssi ons

Consuner Depts.

St ock Cat egori es
Stock Itens

Suppl i ers'

User

Identification of the department (Upto 3 characters)

Code

Name of the department

Desc

G/L Exp.Acc The account to be debited when items are issued to this department (The account

must be existent in the General Ledger).
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Stock [temsreqister

. Mai nt enance Transacti ons Reports Peri ods Utilities Exit .
R B e N TS +i
i1 Store Locat] Location.....: i
i1 Stock Categ; Stock Code...: i
it Consuner De; Desc.........: "
i1 Stock Itens) : i
R i Category.....: i
it iity Unit of Meas.: Re-order |vl : H
Piiiiiiriiiiiii Parts/Unit.. . Mninmum vl h
ity Unit Cost....: Maxi mum | vl . . : i
PhbbbpbrErrrbrtt Latest Cost. . : Stocks IN....: h
ity Selling Price: St ocks OUT. . .: i
ity Lead tine. ... Booked stock : i
REERRERRRR RS on Order.....: ¥
L Avg. monthly | K
[ Consunption. Qy in stock : §
LN suppliers. . H
rrrrrrrrrerrrrnrinl . 1
rrrrrrrrrrrrrrinl '. [}
i GL Acc to Debit ¥
LT Vhen Issuing Qutr - ¥
L O 1
rrrrrrrrrrrrrrnd [}
vyt Insert Anmend Del et e Vi ew Li st i
IIIIIIIIIIIIIII+ ______________________________________________________________ +I
rrrrrrrrrerrrrnel 1
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrned
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr e rrrrrrnt
Location......  The store location.
Stock Code...:  Upto 10 characters to uniquely identify the item
Desc.........: Description of the item (2 lines of 40 characters each)
Category...... The category in which the item belongs. When code is given the name will
Pop-up

Unit of Meas:  The packing unit. E.g Gross or Dozen or 5Itr Can

Parts per Unit:  Number of fractions the packing can be broken into E.g 12 if Dozen,
144 if Gross, 2 if Pair, and 1 if Piece

Unit Cost.: Wheighted Average Cost. Initialy it will be the Unit cost of the items . Later
whenever more items are added (purchased), it will be recomputed as follows -

Formula: (Old Stock Level * Existing Wt.Avg Cost) + (Qty added * New Cost Price)

Old Stock level + Qty added

Latest Cost...  The latest Purchase cost. (Notice the difference between this and Wt.Avg.Cost)
Re-order IM :  Thelevel a which when goods fall below an alert is given to replenish.
The system computes this figure in relation to the Avg.Monthly Consumption and
the frequency of Ordering (Purchasing). Will be used when generationg L POs.
Avg. monthly
Consumption..: The Average consumption in a month (Computed by the system)

Suppliers.....  Names of preffered Suppliers
Minimum Ivl..: The minimum level this item should be alowed to go to. Below thislevel is crisis
leve.

Maximum V... The Maximum level this item should be alowed. Maybe based on sp ace available
StocksIN.....  Quantity of Stock received during current period
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Stocks OUT...: Quantity of Stock issued out during current period

*Booked stock : (Not in use)

On Order......  Quantity Ordered but yet to be received. (Automatically updated by LPO & GRN
programs)

Qtyin stock :  Current Stock Level
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Transactions

Reports
I ssues to Consuner Dept.
Returns from Consuner
St ock transfers
St ock Adj ustnents

Orders (LPO
LPO Cancel ati on

Transacti ons

01/ 06/ 2000

Date...:

234

181 Ref...:

A0l

LPO No......:

AM KEN LI M TED

Nane. . :

Supplier Acc:

54825. 50

Anpunt

STR GENERAL STORE

Store (Loc.):
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L PO Cancellation

The Pending LPOs may be cancelled thereby reducing the expected deliverables. When thisis
done, the Ordered Qty in the Stocks register is reduced.

Input Screen

LPO No......: 181 Ref...: 181 Date...: 13/10/1999
Supplier Acc: LO1 Nane. . :
Store (Loc.): STR MAIN STORE Anmount 44. 00
Ln} It em Code | Descri ption 1 Uni t @Cost | Bal . Q| Tot al
| | | | :
__: _____________________________________ L, : __________ : ___________
1} AOO1 0. 51} 50. 000; 25.50

PAI R 1370. 00} 40. 000; 54800. 00
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Goods Received from suppliers

. CRNs CHOGORI A General Store .
GRN No......: 10743 Date...: 01/06/2000 Inv. No..: A002
LPO No......: 181 LPO Ref: 181 LPO Date.: 13/10/1999
Supplier Acc: LO1 Name. . .: NAKUVATT MEGA
Store (Loc.): STR MAIn STORE Deliv. No: A002

Ln! Item Code | Descri ption iUnit | @cost | Qy] Anmount

| | i i i i

I EEEEEREREE [ TTTTmmmmmosssoooooo-oooos 1t R R EERLEEE R
1} A0O2 ART LI NE MARKERS | MARKE] 90. 000; 20. 000} 1800. 00
2} A001 ADM NI STRATI ON REPCRT FORMS| FORM | 0. 51 400. 000} 204. 00
3] A015 ADAPTOR X 2 WAYS | ADAPT, 35. 00, 2. 000, 70. 00
4 A003 ANTI STATI C SHOES i PAIR |} 1370.000; 0. 000; 0. 00

GRN No. Goods receipt Note number. (automatically generated by system)

Date Date when goods are received

Inv No. Supplier’s Invoice Number

LPO No. Our Order Number (if purchased through LPO otherwise should be left blank)
LPO Ref If LPO Number is given, the system will automatically bring up the details of the

LPO including the LPO reference.

LPODate  Comes up automatically when LPO number is given.

Supplier Acc The Account number of the supplier (as created in the Supplier’s Ledger. (Blank is
allowed like in Cash Purchases).

Name Name of Supplier (Comes up if A/c was given)

Store(Loc)  The store receiving the goods

Ddliv No. Delivery Note number (from the supplier)

Effects

(On each stock item :-)

Stock level increases by the quantity received

9 Wit.Avg Cost isrecomputed (see formula under Stocks register)

9 Sdlling priceis re-computed (Wt.Avg Cost X Mark up)

9 Stocks-IN field in stocks register isincreased by the quantity received

D



Goods Returned to Suppliers
Similar to Goods Received from Suppliers but with reverse effect.

Cener al

Cr Note..: A009
GRN Date.: 01/0

No: A002

130

Store .

6/ 2000

1800. 00
204. 00
70. 00

Input Screen
. Goods Ret urned CHOGORI A
GRT Note No.: 367 Date...: 01/06/2000
LPO No. .....: 181 GRN No.: A0002
Supplier Acc: LO1 Name. . .: NAKUMATT MEGA
Store (Loc.): STR MAIN STORE
Ln! Item Code | Descri ption tUnit | @Cost
| | i |
e DLt L EEEEEEED : :
1! A002 ART LI NE MARKERS | MARKE! 90. 000
2} A001 ADM NI STRATI ON REPORT FORMS| FORM | 0.51
3} A015 ADAPTOR X 2 WAYS | ADAPT] 35.00
4! A003 ANTI STATI C SHOES i PAIR | 1370. 000

0. 00

GRT No. Goods Return Note number. (automatically generated by system)

Date Date of transaction
Cr .Note Supplier’s Credit Note number

LPO No. Order Number (if applicable) otherwise should be left blank

GRN No. The GRN being reversed (Must be of current period).

GRN date The date of origina GRN (Comes automatically if valid GRN is given)
Supplier Acc The Account number of the supplier (as created in the Supplier’s Ledger. (Blank is

allowed like in Cash Purchases).
Name Name of Supplier (Comes up if A/c was given)
Store(Loc)  The store from which goods are being removed.

DelivNo. Our Delivery Note number (when returning the goods to supplier).

Effects

(On each stock item :-)
§ Stock level isreduced by the quantity returned
9 Stocks-IN in stocks register is reduced by the quantity returned
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Issuesto Consumer Departments

Used when issuing goods for internal use. The receiving department is charged at cost.

Input Screen
.l ssues to Consuner Depts. CHOGORI A Ceneral Store .
I ssue No....: 040643

Date........: 01/06/2000 Ref....: WEEKLY | SSUE

Consum Code: LDR Nane. ..: LAUNDRY

Store (Loc.): STR MAIN STORE

Ln} I tem Code | Descri ption iUnit | @cost | Qy] Anmount
N T T FU - JU— S
1! A002 ' ART LI NE MARKERS ! MARKE!  90. 000! 20. 000! 1800. 00
2! A001 ! ADM NI STRATI ON REPORT FORMS! FORM | 0.51!  400. 000! 204. 00
3! A015 ' ADAPTOR X 2 WAYS ! ADAPT! 35. 00! 2. 000! 70. 00
4! AO03 ! ANTI STATI C SHOES 'PAIR | 1370.000! 0. 000! 0. 00
i i L i i
I I I I I I
| | | i | i
i | | i i i
| i i | | |
| | I I | |
Tot al
IssueNo...... Issue No. (generated by system)
Date........... Date of transaction
Ref............ The reference or short supportive description of the transaction
Consm.Code.. Code of the department receiving the goods as created in consumer departments file.
Name.......... The name of the receiving department (pops up when a valid consumer code is
given)
Store(Loc)... The store from which goods are being issued.
Unit........... The Unit of Measure (Dispensing unit)
@Price...... Unit cost. System will prompt the Wt.Avg.Cost but this may be changed if a
different price is desired.
Qty........... Quantity being issued.

Amount...... Product of @ Priceand Qty (i.e Qty X @Price)

Effects
(On each stock item :-)
§ Stock level isreduced by the quantity issued out
9 Stocks-OUT in stocks register is increased by the quantity issued out
Overdl
9 Inthe Genera Ledger, Stocks A/c is credited with the Total Cost while the Department’s
Expense A/c is Debited with asimilar amount.
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Returns From Consumer Dept.

Similar to Issues to Consumer Dept. but with negative effect.

Input Screen

-Ret’'ns from Consumer Depts. ~  CHOGORIA  General Store .
Return No...: 018287
Date........: 01/06/2000 Ref....:
Consum Code: ANC Name. ..: ANTE-NATAL CLINI C

Store (Loc.): STR MAIN STORE

Ln} It em Code | Descri ption tUnit | @Cost | Qy; Anmpunt
i i i i i i
IR EORERREEE DR AL LA LEAREPEEEEPEE oo eeoeeaes oo e oo
1} A002 I ART LI NE MARKERS | MARKE] 90. 000} 20. 000} 1800. 00
21 A001 | ADM NI STRATI ON REPORT FORMS] FORM | 0. 51 400. 000} 204. 00
3! A015 I ADAPTOR X 2 WAYS ! ADAPT! 35. 00! 2. 000! 70. 00
4} A003 ANTI STATI C SHOES I PAIR | 1370.000] 0. 000} 0. 00



Stock Transfer
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Used when transferring stocks from one store to another. The Item(s) being transferred must have

been created in both stores (see Stocks register).

Input Screen

. St ock Transfer CHOGORI A

Cener al

Store .

Trf Note No.: 023500 Date.......:

Descri ption : WEEKLY TRANSFER
From Store..: STR MAIN STORE
To Store..: ADM ADM N STORE

Ln! It em Code | Descri ption iUnit | @Cost | Qyl Anmpunt
| i | i i |
Sl [ mTTmomomosoossoooooooo 1T R R R
1! A002 ' ART LI NE MARKERS ! MARKE!  90. 000! 20. 000! 1800. 00
2! A001 ! ADM NI STRATI ON REPORT FORMS| FORM | 0.51}  400. 000! 204. 00
3! A015 ! ADAPTOR X 2 WAYS ! ADAPT! 35. 00! 2. 000! 70. 00
4! A003 ! ANTI STATI C SHOES 'PAIR ! 1370. 000! 0. 000! 0. 00
| | | i | i
I [} 1 I I I
[} [} 1 I I I
I I I I I I
I I I 1 [} |
I I I I I I
I I I I I I
I [} [} 1 [} [}
I I I I I I
I I 1 [} [} I
[} [} 1 1 1 1
I I I I I I
I I I 1 [} |
I I I I I I
| | I I I I
Tot al
TriNO..co Transfer Note number (generated by system).
Description......... A Short supportive description of the transaction (e.g reason for transfer)
From Store (Loc)... Issuing store.
To Store (Loc)...... Receiving store.
Cost.uvvinneiinn, Avg. Wt. Cost of the Item being transferred.
Effect

In the Issuing Store

(On each stock item transfered:-)

® Stock level isreduced by the quantity issued out

® Stocks-OUT in stocks register is increased by the quantity issued out
In the receiving store

(On each stock item transfered:-)

§ Stock level isincreased by the quantity received

9 Stocks-IN in stocks register isincreased by the quantity received.




Stock Adjustment

Used to vary the Stock level of a stock item

. E.g in the event of breakages or goods expiry.
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Store .

1800. 00
15. 00
70. 00

1370. 00

Input screen
. St ock Adj ust nent CHOGORI A Gener al
Adj. Note No: 007024 Date.....
Description : STOCK ADJUSTMENT
Store (Loc.): STR MAIN STORE
Ln! Item Code | Descri ption iUnit | @cost | Qy]
| | i i | |
Syt R 1T T R R
1! A002 ! ART LI NE MARKERS ! MARKE!  90. 000! 20. 000!
2! A001 ! ADM NI STRATI ON REPORT FORMS! FORM | 0. 50! 30. 000!
3! A015 ! ADAPTOR X 2 WAYS ! ADAPT] 35. 00! -2.000|
4! A003 ! ANTI STATI C SHOES ! PAIR | 1370. 000} 1. 000|
| | | i | i
I I } I } I
I I I I I I
I I [} I [} [}
I I I 1 I I
I I I I [} I
I I I I I I
I I I I I I
I I I I I I
I I ] I I I
I I I I I I
I I I I I I
I I I 1 I I
I I [} I [} [}
I I I } I I
I I I I [} I
I I [} I [} 1
Tot al
Adj Note No........ Stock Adjustment Note number (generated by system).
Description......... Brief reason for adjustment (Maximum of 25 characters)
Store(Loc)......... Store in which the item is being adjusted.
(O] |V Quantity by which the Item is being adjusted +Ve or -Ve

Effects

(On each stock item :-)

§ Stock level is adjusted upwards or downwards depending on value of ’Qty’
9 Stocks-OUT is adjusted upwards or downwards depending on value of ' Qty’

Overal

9 Inthe Genera Ledger, Stocks A/c is credited with the Total Cost while the Stock

Adjustments Expense A/c is Debited with asimilar amount.
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REPORTS

Uilities

Peri ods

Reports

+
I
I
I
I
I
I
I
I
I
I
I
1
1
1
}
I
I
I
I
1
|
I
1
1
1
1
I
I
I
I
1
1
I
I

I ssues/ Returns from Depts (GL Acc)

Consunption report (Quantities)
Pur chase reconmendati on
Goods Received from Suppliers

St ock Level s

St ock Val ues

St ock Movenents
Price List

Sal es report
Cancel l ed Orders
| ssues

Ret ur ns
Transfers

Adj ust nent s
GRNs & GRTs

+ e + -
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See appendix for samples

Below are the request screens:-

Stock L evels

Uilities

oot

From Location :
Location :

From St ock Category :
St ock Category :

From St ock Code :
St ock Code :

Qutput to :

Stock Level s
To
To
To

Reports Peri ods
T o

Transacti ons
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Stock Values

e i s

Uilities

Cat egori es

Stores
B
B

Printer
R

> > R
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oD I
%) R oo v O _—— ——— o
.m — = T T -—
c c I
2 s 838 88 . _ i
- - L . I
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o n n T © 0 O [T} c o ————
dw [SINS) o O [e}Ne) o — -
o O P ————
>5 = At B> M = i
—> IS € S - o _ -
o o OO o 5 - S
X o — « O —_— -
o WLk ILF LK O o) i
o o
P
nun

Reports
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Stock M ovement

Uilities

+
1 1 1
' ' ' -
1 1 1 R 1
' 1 ' o
' ' ' '
1 ! + 1 m 1
' ' '
1 1 1 1 1 m "
1 1 ] — 1 N 1 ————
' 1 O C 1 -
. 1 O —_——
" " Lo E . 8 Ii:
1 ' > > 1o = =
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Reports
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Prisel ist

Uilities

Peri ods

St ock Level s
St ock Val ues

Reports

St ock Movenents

Price List

(Quantities)

Pur chase reconmendati on
Goods Received from Suppliers

LPO Exception report
Patients Drug Statenent

GRNs & GRTs

Sal es report
Prescription fees
Di scounts given
Consunption report
Cancel l ed Orders
Ret ur ns

Transfers

Adj ust nent s

From Location :
Location :
From Stock Category :
St ock Category :
From St ock Code :
St ock Code :
Sorted on +-------=--------+
St ores
Al phabetical ly
i
Printer |
+
i
I
1

To
To
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ort

Salesr

Wilities
(Quantities)

Peri ods
Goods Received from Suppliers
Goods returned to Suppliers

| ssues

Purchase reconmendati on
Ret ur ns

Prescription fees
Consunption report

LPO Exception report
Cancel l ed Orders
Patients Drug Statenent
GRNs & GRTs

St ock Level s

St ock Val ues

St ock Movenents
Price List

Sal es report

Di scounts given
Transfers

Adj ust ment s

Reports

Screen
Printer
Fommme oo+
Al phabet
Cat egory
B

Location :

Stock Category :

St ock Code :
Sorted on +----------+

From St ock Category :
Qutput to +---------+

n
i
[}
1
i
From Location :
From St ock Code :

To
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Consumption Report

Uilities

Peri ods
Consunption report (Quantities)
Pur chase reconmendati on
Goods Received from Suppliers
% & Returns from Consm Dept .

LPO Exception report
Patients Drug Statement

Reports
St ock Levels
St ock Val ues
St ock Movenents
Price List
Sal es report
Prescription fees
Di scounts given
Cancel l ed Orders
Ret urns
Transfers
Adj ust nent s
GRNs & GRTs

Transacti ons

Nane (Al phabet)

Location :
Stock Category :
St ock Code :
Screen
Printer
i
| Category
L s S T I T
I
1
1
1

From St ock Category :
Qutput to +---------+
Sorted on

Mai nt enance
From Location :
From St ock Code :

To
To
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Pur chase Recommendation

Uilities

Screen
Printer

PHA

Foe e+

Peri ods
Stock Category :

From St ock Category :
St ock Code :

From St ock Code :

Location......:
Qutput to :

To

Prescription fees
To

St ock Levels

St ock Val ues

St ock Movenents
Price List

Sal es report

Reports
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liers

Goods Received from Su

Uilities

Peri ods
Consunption report (Quantities)
Pur chase reconmendati on
Goods Received from Suppliers

LPO Exception report
Cancel | ed Orders
Patients Drug Statenent

St ock Level s

St ock Val ues

St ock Movenents
Price List

Sal es report
Prescription fees
Di scounts given
Ret ur ns
Transfers

Adj ust nent s
GRNs & GRTs

Reports

I

1

1

|
+
I

1

i
|
1
1
[
/

I
I
I
I
I
I
I
I
/
01/ 06/ 2000

Fommm o -+
Printer

1
1
1
1
Fom e e o -
1
1

Screen

Location :
Suppl i er
GRN Date...:

From GRN Date. . .:

e
i
I
I
1
I
1
1
From Locati on :
From Suppl i er
Qutput to :
1
I

To
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GoodsReturned to suppliers

Uilities

Peri ods
Consunption report (Quantities)
Pur chase reconmendati on
Goods Received from Suppliers

LPO Exception report

Cancel |l ed Orders
Patients Drug Statenment

GRNs & GRTs

Stock Levels

St ock Val ues

St ock Movenent s
Sal es report
Prescription fees
Di scounts given
Ret ur ns

Transfers

Adj ust nent s

Reports

/

/
01/ 06/ 2000

Fomm e oo

Location :
Suppl i er
From GRT No.....:

GRT No.....:
From GRT Date...:
GRT Date...:

From Location :
To

From Supplier

To
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Issuesto Consumer Dept.
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Returns From Consumer Dept.

(by Gonsumer Code)
(by Staff No./Name)
No. )

From Patients (by Adm No.)

Uilities
From Patients (by Presc.

(by Issue No.)

dept .
' STF

Peri ods

From Consumner dept.

Pur chase reconmendati on
From Consuner
From Consuner

St ock Level s

St ock Val ues

St ock Mbvenents
Price List

Sal es report
Prescription fees
LPO Exception report
Cancel | ed Orders

Reports

—_———t -

i
I
I
1
1
1
1
I
I
1
1
1
|
|
1
/

I
I
I
I
I
I
I
I
I
I
I
I
]
I
I
I
/
01/ 06/ 2000

Printer

e
|
1
1
1
1
1
]
[}
1
[}
1
]
1
i
From Location :
Location :
From St ock Code :
St ock Code
From Ret'n Date :
Ret'n Date :
L -
_ 1
|
1
e e e e m - -
i
11 1

To
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Transfers

Uilities

Peri ods
Purchase recomendati on
Goods Received from Suppliers

LPO Exception report
Cancel | ed Orders
Patients Drug Statenment

St ock Movenent s
Prescription fees
Di scounts given
GRNs & GRTs

St ock Levels
Price List

St ock Val ues
Sal es report

Ret ur ns
Transfers
Adj ust nent s

Reports

i
|
|
I
I
/

I
I
I
I
I
I
I
I
/
01/ 06/ 2000

o+

Location :

No. . :
Doc. No..:
St ock Code :

From Date.......:

Dat e

11

11

From St ock Code :
To

e

i

I

]

1

]

[}

1
From Location :
From Doc.

To
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Stock Adjustments

Uilities

Reports Peri ods

Pur chase reconmendati on
Goods Recei ved from Suppliers

LPO Exception report
Cancel | ed Orders
Pati ents Drug Statenent

GRNs & GRTs

Stock Levels

St ock Val ues

St ock Movenents
Price List

Sal es report
Prescription fees
Di scounts given
Transfers

Adj ust nent s

Ret ur ns

I
I
1
1
+
I
I

/
01/ 06/ 2000
Printer

Scr een

I
|
I
I
+
I
I

Date. .:
Date. . :
11
[

No. . :
No. . :

From Location :
Location :
Doc.
From St ock Code :
St ock Code :
1
1

From Doc.
Qutput to :
1
]

To
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GRNs & GRTs

Uilities

Peri ods

Purchase reconmendati on
Goods Received from Suppliers

LPO Exception report
Patients Drug Statenent

Reports
St ock Level s
St ock Val ues
St ock Movenents
Price List
Sal es report
Prescription fees
Cancel | ed Orders
Ret ur ns
Transfers
Adj ust nent s
GRNs & GRTs

/

/
01/ 06/ 2000
Fomm e e o+

Location :
Suppl i er

From Date.....:
Dat e

From Suppl i er
To

From Location :

To
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Uilities

Peri ods
Consunption report (Quantities)
Pur chase reconmendati on
Goods Recei ved from Suppliers

LPO Exception report
Cancel | ed Orders
Pati ents Drug Statenent

Stock Levels

St ock Val ues

St ock Movenents
Price List

Sal es report
Prescription fees
Di scounts given
Ret ur ns
Transfers

Adj ust nent s
GRNs & GRTs

Reports

i
|
|
I
I
/

1
i
I
I
I
I
I
I
/
01/ 06/ 2000

Fomm e oo+

Location :
Consuner
From St ock Code :
St ock Code :

1
I

From Date......
Dat e

e

i

1

1

1

]

I

1
From Location :
To

From Consurmer

To

I ssues & Returnsfrom Consumer Dept.
i
|
[}
1
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Close Month
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Effects

& All transactions in the month are deleted

® Average monthly consumption is re-computed (considering the last 4 months)

Formula:

Current Avg. + Stocks OUT + Avg Last Month + Avg Last Month but 1 + Avg last Month but 2

NewAvg.Monthly Consumption

® ReorderLevelsarere-computed

Formula:

Reorder Level

Avg Monthly consumption
Frequency of Purchasing per Month

® Stock levels are carried forward to the following month as Balance b/f
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Close Year

Same procedures as in End -of-Month above.

the rel evant

reports and that you have taken the End-of-Month

Backup before proceeding.

Peri ods
Cl ose Month
Cl ose Year
the transactions

Ensure that you have printed al

1
1
1
1
1
1
[}
1
1
1
1
1
You are about to clear off al

S

|

I

I

I

I

I

I

I

I

!
May' 2000
01/ 06/ 2000

CAUTI ON :
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SUPPLIERSLEDGER

Objective

To maintain detailed accounts of Institutions and Individuals who supply goods and servicesto the
hospital on credit.

The accounts held herein comprise mainly suppliers who supply goods and services and send their
invoices for settlement afterwards (non-cash).

In the Ledger we enter Invoices while from the Cashbook we receive the payments (settlements).

Statements of Account and details of Outstanding balances for each supplier are obtainable in this
module.
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M aintenance

liersCategories

Su

Categorization of the supplier (criteriais user specific).

Mai nt enance

N ¥ oo + ZIIIZZZZC

———— 1 - I e ——————

- ' v _-ZZZZZC

-ZoD v _CZZZIZCTCTC
'

Vi ew

1
I
1
1
I
1
Del et e

1
]
1
1
1
1
1
I
Amend

Code Unique code representing a category (Upto 2 alphanumeric Characters)

Desc The description of the category. (Upto 25 characters)
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liers
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Name of Supplier

Name

Address of Supplier

Address

Telephone Contact of Supplier

Telephone

The Category in which this account lies. It must have been created above.

Category

Date of Last transaction (The computer will update this field automatically as

transactions are entered.)

Last Trans.

The current outstanding balance. (Updated automatically as transactions take place).

O/s Bal.

The Y ear todate Invoices.

Turnover

A new account may be created in the register, or an existing account Amended or Viewed or even
Delete d. Accounts with Ofs balances or those having transactions may not be deleted. TheListing

of al accounts in this register is also obtainable.

System Option
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22-00-131 DEBTORS CONTROL

31/ 10/ 1999

Reports

Alc in GL.:

4188

3480

1040
Accounting Period ends on.....:

Transacti ons
Per m ssi ons

Ref
M sc DB

Account s Categories
I nv.

Accounts register

System Opti ons
Supplier’s Control

Set up
Anal ysi s Codes
User
Next
Next
Next M sc CR

The Count of Suppliers Invoices received

I nvoi ce Ref. -
NB. W& al | ocate our

0 Next

to

(serial)

ref erence nunber

each I nvoice received

The Count of M scell aneous Debits raised in

this | edger.

M sc Debit

0 Next

The Count of M scellaneous Credits raised in

this | edger.

M sc Credit -

o0 Next

Al c

0 Supplier’s Control

(Sel f expl anatory)

in GL

0 Accounting Period ends

This is the expected | ast day of the

accounting period (nonth).

on

It changes

(The

automatically when the nonth is closed.

avoi d changing it after the initial

nust

setting).

user
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Transactions

| nvoices

1
I
1
1
I
1
1
[}
1
1
1
]
1
1
1
1
e
Total Ant:

}

1

1

1
Vat :

Reports

| ocation of Credits
1
1
1
1

sc Debits
sc Credits

Transacti ons
I nvoi ces

Reference number allocated to this invoice (automatically assigned by the system)

Our Ref

Account No. of Supplier from whom invoice is received.

Acc No.

Supplier’sInvoice No.

Suppl Inv

The Genera Ledger account to debit

GL Acc

The Invoice Value (Goods Part excluding VAT)

Amount

VAT amount

Vat

Effect

- Credits the Supplier

- Increases the Supplier’ s Y ear-todate Turnover

- During the Importation of data by the General Ledger the transaction

shall :-
- CREDIT Suppliers Control A/c in the General Ledger

- DEBIT the G/L Account supplied by the user (usually an Expense A/c)

Misc.Debits

Used to post adjustmentsto an account.
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Reference number allocated to this Debit Note (automatically assigned by the

system)

Dehit No.

Account No. of Supplier who's account is being adjusted.

Acc No.

A short description or reason for the adjustment

Narration

The Genera Ledger account to debit

GL Acc

The Adjustment Vaue (Goods Part excluding VAT)

Amount

VAT amount

Vat

Effect

- Credits the Supplier

- Increases the Supplier’s Y ear-todate Turnover

- During the Importation of data by the General Ledger the transaction

shall :-
- CREDIT Suppliers’ Control A/c in the General Ledger

- DEBIT the G/L Account supplied by the user (usually an Expense A/c)

MiscCredits

As Misc Debhits (above) but with reverse effect

Reports

Transacti ons
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I
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I
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I
1
I
1
Ant :

11
11
11
11
11
11
11
11
11
11
1
1
11
11
Dat e.
Tot al

I
1
Vat :

All ocation of Credits
i
1
1

M sc Debits
M sc Credits
Acc No...:
Narrati on:

1
i
Credit No:

I nvoi ces

Reference number allocated to this Debit Note (automatically assigned by the

system)

Credit No.

Allocation of Credits
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Thisisthe facility, which enables a user to match Payments of an account with the Invoices being

Settled.

Outstanding Invoices from that supplier and allows the user to pick a Payment and mark the all the

When an account is given, the system displays all the Un-allocated Payments as well asthe
Invoices being settled by that Payment.

The system performs al logical checks to ensure that the user does not overstate the Invoices being

paid off.
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Sepl

Stating the Account in which allocation is to be performed

Reports

Transacti ons

Debits
Credits

Al | ocati on of Paynents

| nvoi ces

M sc.
M sc.

All Unallocated Payments & Cr.Notes are displayed

UN- ALLOCATED PAYMENTS---------------+
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Assuming the User has selected Payment VVoucher No.003221 of 54,000/-, the Voucher balance is

displayed together with al the unpaid Invoices of that account as shown below.

Sep3

ALLOCATI ON OF PAYMENTS

C0001 CAPI TAL PAGERS LTD i Amount to Allocate: 54,000

Client:

o

Bal ance | Allocated

Anmount

i Description

Ref .

Dat e

54000 | 54000 !

BONFACE WANDERA

1120091

04/ 10/ 99



161

EDW N PAUL
PETER JAMES
JERRY STEPHEN

09/ 11/ 99
12/ 12/ 99
14/ 12/ 99

Assume the Invoice being settled is | nvoice No.l 20091
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Sep4

Upon allocation the balance of Invoice 120091 reduces to 0 and the remaining balance of the
Payment also reduces with the same amount.

ALLOCATI ON OF PAYMENTS

o m o m e e e e e e e e e e e e e e o +
Supplier: C0001 CAPI TAL PAGERS LTD i Amount to Allocate: 0 '
-------------------------------------------- R LR R PP
Dat e I Ref i Description i Amount | Balance | Allocated |
--------- e i i S e i
04/10/99 } 120091 | BONFACE WANDERA] 54000 | 0 i 54000 d d
09/11/99 }120130 | EDWN PAUL {85000 | 85000 H ' d
12/12/99 120180 | PETER JAMES | 22500 |} 22500 ' ' H
14/ 12/99 |} 010050 | JERRY STEPHEN | 8250 | 8250 H ' H
i | | | | | |

I I I [} I I I

I I I I 1 I I

I I I I I I I

I I I I | I I

] I I I I I I

I I I | | | I

I I I I I I I

} I I I I I I

I I I I I I I

I I I I I 1 I
Femmemeaaaaas +

A=All, O=0 dest, C=Cancel, V=Enter Anpunt, D=Di sput e E=End
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Reports

See appendix for sample reports

Following are the Request Screens:-
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Statemente of Accounts

Peri ods

Reports
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| nvoices
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MiscDebits
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MiscCredits
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Payments
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Payment Adjustments

Peri ods

Account
1
1

report
| ransacti ons

| ol
I
I

| nvoi ces

M sc Debits
Msc Credits
Paynment s

G L Report

Reports

/
01/ 06/ 2000

O

No. :
No. :

Pay Adj

From Pay Adj
From Date.......:
Dat e

To
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ort

GIL R

Peri ods

Payment Adj ust ments
G L Report
Ledger report
Transacti ons
Account

Msc Credits
Al |

M sc Debits
Paynment s

Reports
| nvoi ces
Contro

B

G L Acc.:

an
i
I
1
1
1
[}
1
1
1
1
1
1
1
1
1
[}
1
1
1
1
1
1
1
[}
1
From G L Acc.:

To
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Ledger Report
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All Transactions
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Control Account
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Close A/c Periods

[0 & R ia——

A ¢ Peri ods

Cl ose Month

A/ c Peri ods

Reports
1
I
[}
1

ons
1
1
1
1

Cct ober' 1999

22/ 05/ 2000

to a new A/c Period

You are about to change over

t he rel evant

reports and that you have taken the End- of -Month

Ensure that you have printed all
Backup before proceeding.

Are you Sure ?:

Proceed ? (Y/N) Y

Effects

v Closes the Accounting Month and increments the Calender month
v Carries forward the Monthly Balance for al accounts

v’ Initiaises the Monthly Control totals

Before running this routine, all reports must be printed and

a Back-up of the data taken.
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Initialises the Y ear-Todate Turnover for all accounts

v Purges off al transactions that have ZERO balances (i.e aready allocated to Invoives &
Payments)

v Carries forward the Monthly & Yearly Balances for al accounts

v Initialises the Monthly Control Totals

v" Closes the accounting Month and Year all a once
v

v Purges off al Paid off Invoices.
Since this procedure is destructive to data, it is recommended that al reports are printed and the

Data 'BACKED-UP before performing it.

End of Year

Utilities

Exi t
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Introductory screen
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Branches

be assigned a

The administrative branches of the conpany. Each Branch will

uni que Code to identify it.

o
O
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Name Full name of the branch
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Departments

Transacti ons

up
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Sections

These are divisons within an administrative department.

Transacti ons

up
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Employees whose salaries are payable by Bank transfer (direct to their accounts) will be required to

supply details of their Accounts. The details will include the name of the bank, the branch and the

account number.

All such banks will require to be coded and maintained in a register.

At the end of the month the system compiles alist per bank which comprises Employee Name,

Account No. and NETT pay payable.

Reports

Transacti ons
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Earnings/Deductions

These are the allowances payable to employees and deductions applicable on employees pay. Upto
999 different earnings and deductions may be supported in this system. Examples of
Earnings/Deductions are - Basic pay, House alowance, Bonus, Leave allowance, staff loan, coop
savings, Insurance deductions etc.

Set up Transacti ons Reports Al c Peri ods Uilities Exi t
L +Hrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr e e e e rrrrrl
I trrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrnd
i1 Branches SRR R AR RN AR R R R R R R AR R R AR R R R AR RRRR AR RRR R NRE:
i1 Departnents SRR R R R R R R RN AR R R R R R R RN AR R R R AR AR R R AR RN R NRE:
i1 Sections AR R R R R AR R R AR R R R AR R RN R R AR R R AR RRRRRRNRE
1 Banks SRR AR R R AR R AR R AR R R R AR R R R R AR R R AR R AR R AR R R
11 Earnings/ DeduCti ONS - - - - - o m s o m e o e e e oo +
i1 P.AY.E Table | Code.............: R
it L.A.S.C Table i Name.............: i
it NS S F Table i All owce/ Deducti on: .
Il NHI.F Table | Benefit ? (Y/N)..: R
i1 Union Table | Taxable 2........: R
i1 Electricity Rates i Reccur Monthly ?.: I
i1 Water Rates i Accunif Reduce Bal .: .
11 Coi nage | G Ledger Acc No..: i
i1 Enpl oyee register i e A
i1 Enpl oyee Notes | Interest on Bal..: % T
i1 Linkage to G Ledger | Interest Code....: I
i1 System Options | Interest Nane....: i
I+ ______________________ I o o o e e o o e e e e e e e e e e e e e e e e e e e e e e .- [
I I rrrei
Pl Insert Amend Del ete Vi ew List iiii
L T FRE
rrrrrrrrrrrrrrrrrrrrrrl rrn
| N U T T N T Y T T O T Y T T Y Y T T Y O O Y A O |
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrned
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr e rrrrrnet
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr e
Code Unique ID of the allowance/deduction (Upto 3 aphanumeric characters)
Name Full name or description of the allowance or deduction
Allowance/Deduction A - meansthe item is an alowance while D - means it is a deduction.

Benefit (Y/N) A benefit is not area alowancededuction. It is only used to quantify the “goodies’
received during the month for taxation purposes. Such amounts will not affect the
gross pay but will affect the Taxable pay.

Taxable ? Whether the allowance/deduction should affect the Taxable pay.

Reccur Monthly? ~ Whether the alowance/deduction should reccur each month or not. At the
close of the month, transactions denoted as “recurring” will automatically
come up again. An example of arecurring allowance isBasic Pay and the
one that is not is Annual Bonus

Accum/Reduce Bal. Whether the alowance/deduction should increase an earlier balance as is the
case in savings or reduce the balance as is the case in loan repayments.
Both the allowance/deduction and the balance will show on the paydlip.



G/L Acc No.

% Interest on Bal.

I nterest Code

I nterest Name
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Key- A —Accumulate  R- Reducebalance Blank — Non of the above

The General Ledger account attached to this allowance/deduction.
Has no accounting effect. It is a memo field for the payroll users who don’'t
run an integrated General Ledger. For those who run an integrated G/L, the

linkage of payroll transactionsto the General Ledger isvia Linkage to
G/Ledger under setup.

The payroll is capable of calculating and charging interest on Outstanding
balance (e.g Caop Loans). If thisis desired, then the %age is given here.
NB. Interest will only be applicableto Deduction s that are configured as
Reccuring and Reducing the outstanding balance.

The deduction code to receive the Interest (i.e if Interest is chargeable on
Outstanding balance). If this code does not exist, the system creates it
automatically and includes it in the list of allowances/deductions.

Name (or full description) of the Interest if chargesble.



P.A.Y.E Table

Pay-As-Y ou-Earn table as instructed by the Kenya Revenue Authority.
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The taxation body stipulates the tax chargeable per income bracket. The income brackets are shown
in Kenya Pounds (1 Kenya Pound = 20 KShs)

During Payroll computation (Process Payroll under Transacti ons) the system consults thistable to
arrive at the P.A.Y .E chargeable.

Input Screen

Last Anend
Anmended by

ment...:

11/ 01/ 1999

Upper Limt
(Pounds)

Lower Limt
(Pounds)

376.

00

99999999.

| nterpretation

The first 376 Kenya Pounds will be taxed at KShs. 2.00 per pound

The next 376 Kenya Pounds will be taxed at KShs. 3.00 per pound (ie between 376 & 752 K£)
The following 376 Kenya Pounds will be taxed at KShs. 4.00 per pound... etc

NOTE: When entering the tax brackets, one should always begin a bracket from where the

previous one ended (e.g 0 — 376 then 376— 752) Notice here that the second bracket begins at

376 and not 377.
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LASCTable

Local Authority Service Charge computation table as stipulated by the Ministry of Local Authority.
During Payroll computation (Process Payroll under Transactiong the system consults thistable to
arrive at the LASC chargeable.

Input Screen

Last Amendment...: 05/01/1999
Anended by.......:
Li ne | Lower Limt I Upper Limt | Char ge
No. H (KShs.) i (KShs.) ' (KShs.)
1 0.00 ! 1500. 00 | 0. 00
__________ .
I I
1 0. 00 ' 1500. 00 | 0. 00
2 1500. 00 H 3000. 00 | 20. 00



186

3000.00 !



187
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IRARNARAARRARERRARE 11000.00 | 13000. 00 |

Shown here are the Gross Pay brackets and the amounts chargeable per bracket.
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N.H.I.F Table
National Hospital Insurance Fund computation table as stipulated by the Ministry of Health.

During Payroll computation (Process Payroll under Transactions the system consults this table to
arrive a the NHIF Contribution chargeable per employee.

Input Screen

Last Amendnent...: 23/11/1998
Amended by.......:
Li ne | Lower Limt i Upper Limt | Char ge
No. ' (KShs.) i (KShs.) ' (KShs.)
1 0. 00 ' 999. 00 | 0. 00
} I I
I I I
1 0.00 ' 999. 00 | 0. 00
2 999. 00 ' 1499. 00 | 30. 00
3 | 1499. 00 ' 1999. 00 | 40. 00
4 | 1999. 00 ' 2999. 00 | 60. 00
5 | 2999. 00 ' 3999. 00 | 80. 00
6 | 3999.00 | 4999. 00 | 100. 00
7 4999. 00 ' 5999. 00 | 120. 00
8 | 5999. 00 ' 6999. 00 | 140. 00
9 | 6999. 00 ' 7999. 00 | 160. 00
10 7999. 00 ' 8999. 00 | 180. 00
I I I
[} I 1

Shown here are the Basic Pay brackets and the amounts chargeable per bracket.
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N.SSF Table
National Social Security Fund computation table as stipulated by the Ministry of Labour.

During Payroll computation (Process Payroll under Transactiong the system consults thistable to
arrive at the NSSF Contribution chargeable per employee. Currently (year 2000) an employee’s
obligation to thisis 5% of the pay while that of the employer isalso 5% subject to a maximum of
KSh.80.

This is represented in the table below. When this changes, the table should be changed accordingly.

Input Screen

Last Amendnent...: 06/11/1998
Anmended by.......:
Li ne | Lower Limt i Upper Limt | Char ge
No. ! (KShs.) ! (KShs.) | (KShs.)
1 | 0. 00 | 1.00 | 0. 00
I I [}
1 1 1
1 | 0. 00 ' 1.00 | 0. 00
2 | 1.00 ! 15. 00 | 0.50
3 | 15. 00 ! 25.00 | 1.00
4 | 25. 00 ! 35.00 | 1.50
5 | 35. 00 | 45. 00 | 2.00
6 | 45. 00 ! 55. 00 | 2.50
7 55. 00 ! 65. 00 | 3.00
8 | 65. 00 | 75.00 | 3.50
9 | 75. 00 ' 85. 00 | 4.00
10 | 85. 00 ' 95. 00 | 4.50
1 1
1 I
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Union Table
C.O.T.U Contribution table

As other tables (above)

NOTE : Only employees registered as Union members (in the Employees register ) will be deducted
the COTU contribution

Last Anendnent...: 14/04/1998
Amended by.......:
Li ne | Lower Limt i Upper Linmt | Char ge
No. ' (KShs.) ' (KShs.) H (KShs.)
1 0. 00 ' 1.00 | 0. 00
I I I
I I I
1 0. 00 ' 1.00 | 0. 00
2 1.00 ' 1500. 00 | 30. 00
3 1500. 00 ' 1550. 00 | 31. 00
4 | 1550. 00 ' 1600. 00 | 32.00
5 | 1600. 00 ' 1650. 00 | 33.00
6 | 1650. 00 ' 1700. 00 | 34.00
7 1700. 00 ' 1750. 00 | 35.00
8 | 1750. 00 ' 1800. 00 | 36. 00
9 | 1800. 00 ' 1850. 00 37.00
10 | 1850. 00 '
[} I
I I
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Electricity Tariff Table

Input Screen

Last Amendnent...: /)

Amended by.......: St andi ng Char ge: 0. 00

Li ne Lower Limt Upper Linmt Charge per Unit
(Units) (KShs.)

No. i (Units)

These are rates at which an employee’s Electricity bill is charged. The levy is charged based on
total Power consumption and deducted from the pay. Itsis only applicable in conditions whereby
the employer provides housing to staff and bills the employees for Electricity consumed that
month. In such cases, the employer must record monthly Meter readings for each employee and
calculate the number of Units consumed each month.

Standing Charge:  The basic figure chargeable regardliess of Units consumed.

VAT : Value Added Tax percentage chargeable on the total hill.
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Water Tariff Table

Input Screen

Last Amendnent...: /|
Amended by.......: St andi ng Char ge: 120. 00
Li ne | Lower Limt Upper Limt | Charge per Unit
No. ' (Units) (Units) ' (KShs.)
1 | 0. 00 99999999. 99 | 15. 00
___________ O O
|
1 0. 00 99999999. 99 | 15. 00

V.A. T on total charges: 0.0 %

These are rates at which an employee’ s Water bill is charged. The levy is charged based on total
Water consumption and deducted from the pay. Itsis only applicable in conditions whereby the
employer provides housing to staff and bills the employees for Water consumed that month. In such
cases, the employer must record monthly Meter readings for each employee and calculate the
number of Units consumed each month.

Standing Charge:  The basic figure chargeable regardless of Units consumed.

VAT : Value Added Tax percentage chargeable on the tota bill.
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Coinage Denominations

The cash denomination in the country (as per Central Bank). These are the cash formations
payable to employees whose salaries are payablein Cash (see Employee register elsewhere).

Input Screen

Last Anendnent...: 05/01/1999
Anmended by.......:
Li ne | Denomni nati on ' Short ' Val ue
No. ! Desc. ! Form ! (KShs)
1 I 500/- NOTES ! 500 ! 500. 00
I I I
I I I
1 i 500/- NOTES | 500 ! 500. 00
2 i 200/- NOTES i 200 ' 200. 00
3 I 100/- NOTES ! 100 ! 100. 00
4 I 50/ - NOTES ! 50 ! 50. 00
5 I 20/ - NOTES | 20 | 20. 00
6 i 10/ - NOTES i 10 ' 10. 00
7 I 5/- CO NS ! 5 ! 5.00
8 I 1/- CO NS ! 1 ! 1.00
9 i 50 CTS CO NS | 50C | 0. 50
10 i 10 CTS CA NS ' 10C ' 0.10
11 i 5 CTS CO Ns ' 5C ' 0. 05
I I I
1 I 1
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Employee Reqister

Input Screen

Set up Transacti ons Reports Al c Periods Uilities Exi t
e R +!
I I
i1 Branches i Enpl oyee No..: IDNo........: i
i1 Departnents] First Nanme(s): Surnane......: i
|1 Sections i Branch.......: i
i1 Banks | Departnent...: "
i1 Earnings/De; Section......: Exenpt NHI F ?: i
i1 P.AY.E Tab] Appointed....: NHIF No......: i
i1t L.AS.C Tab] Termnated...: Exenpt NSSF ?: i
i1 NS .S.F Tab} Job Title....: NSSF No......: H
i1 NHI.F Tab} Sex..........: Exenpt LASC ?: "
i1 Union Table] M Status.....: LASC No......: i
i1 EHEectricity;, PIN.........: Exenmpt PAYE 7?: i
i1 Water Rates| Basic Pay....: I ncome Tax No: i
i1 Coi nage | Housed ?2.....: Tax releif...: "
i1 YEnployee re; Categ.(O D A): Unused releif: i
1 I 1
i1 Enployee Noj; Rent deducted: Oig date MPR h
i1 Linkage to | Hrs in a Mith: Pay by C/ B/ cQ i
i1 System Opti] Hourly rate..: Bank Code. .. .: i
1 I 1
R i Unionised ?..: Personal Alc.: o
I I [}
ILLLEEEEitt Pensi onabl e ?: ¥
| T T T T T T T T T O T T [}
rrrrrrrrrrrerrnreld 11
rhrbirirbivivl Insert Amend Del et e Vi ew Li st i
L T +!
rrrrrrrrrrrrnrnd I
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrerrnel
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrnd
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrnd
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrnrn
Housed ? Whether employee occupies a company house. If so, the benefit is taxable

Categ. (O/D/A)

Rent Deducted

Hrsin a Mnth

Hourly rate

Unionised ?

and its value is a percentage of his Basic pay (less Rent deducted). This value
is loaded to the Taxable pay..

Appliesto housed employees alone.

Categorisation of the Benefit. Each Category is taxed differently (See System
Options under set-up)

Key:- O — Ordinary employee, D — Director, A- Agricultural Staff

Appliesto Housed employees alone.
The House Rent deductedfor occupation of the company house.

No. of hours an employee is supposed to work in the month.
Hourly rate. Automatically computed (Basic Pay / Hrs.in a Month)

Whether employee is a member of the Worker’s Unionor not. Non
members will not be deducted “Union Contribution” .
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Pensionable? Whether employee is pensionable or not. If pensionable, a contribution is
deducted automatically (usually a percentage of the Basic Pay — see System
Options.)

Exempt

PAYE/NSSF/NHIF/LASC Whether employee is exempted from the statutory deduction or not.
If s0, the system will leave out the employee when computing the

relevant statutory deduction.
IncomeTax No. Old Income Tax No. (Superseded by P.I.N)
Tax relief Monthly Personal Relief. The tax concession allowed.
Unused relief The accumulated difference between the Monthly Personal relief and

the computed tax (When the computed tax is less than the Relief
amount). Thisfigure isinitialised at the beginning of each year.

Pay by C/B/cQ How Salary isto be paid. (C—Cash, B-Bank Transfer, Q—Cheque)

Bank Code Applicable to employees whose salaries are payable by Bank
Transfer. Thisis the code representing the Bank through which the
employee wants to receive his salary. The employee must have
opened an account in that Bank. (See Banks under set-up)

Personal Alc The employee’ s account number in the bank. Applicable to
employees whose salaries are payable by Bank Transfer
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Transacti ons

up

Employee Notes

Set

Input Screen

1
1
I
I
I
i
CONFI DENTI AL NOTES

Br anches
Departnents
Enmpl oyee No. .:

On this screen confidential notes pertaining to an employee can be recorded. This may range from

Leave record to conduct/appraisal or Salary progresson
A Super password is required to access these Notes.



Linkage to G/L egder

198

Through this screen, the user specifies the Genera Ledger account to be Debited or credited when

the various Earnings & Deductions are applied to employees pay. For each payroll department, the
user specifies the G/L account to be debited/credited whenever a certain Earning or Deduction is

applied.

The actual G/L Update takes place when the payroll is Approved.

Input Screen

LI NKAGE TO GENERAL LEDGER

E/ D Code; Ear ni ng/ Deduct i} Dept | Dept Nane

001 I BASI C
001 I BASI C
001 I BASI C
001 ! BASI C
001 I BASI C
001 I BASI C
001 I BASI C
001 ! BASI C
001 I BASI C
001 I BASI C
001 I BASI C
001 I BASI C
001 ! BASI C
001 I BASI C
001 I BASI C
001 ! C

|

1

PAY
PAY
PAY
PAY
PAY
PAY
PAY
PAY

101
102

! ACCOUNTI NG
! ADM NI STRATI ON ! 91-02- 411
! GENERAL STORE
HOUSEKEEPI NG/ CA! 91-04- 411

LABORATORY

MAI NTENANCE
NURSES HOSTEL
| OPERATI NG THEAT, 91-09- 411

1
|
LI MB SHOP
I
1
1
1

1 GL Account | Account Nane

191-01- 411
191-03- 411

1 91-05- 411
191-06- 411
191-07- 411
191-08- 411

OUTPATI ENT-OPD | 91-10- 411
PATI ENTS HOSTEL} 91-11- 411

| PHARMACY 191-12-411
| TRAI NI NG/ GUEST | 91-13-411
i WARDS 191-14- 411
| X- RAY 191-15-411
| PHYSI OTHERAPY | 91-16-411

ave... or.... ESCto A

R

(O]
[
[

I SALARI ES
! SALARI ES
| SALARI ES
1| SALARI ES
1 SALARI ES
! SALARI ES
| SALARI ES
| SALARI ES
| SALARI ES
! SALARI ES
! SALARI ES
| SALARI ES
1| SALARI ES
1 SALARI ES
! SALARI ES
1
béndon
| I I I I |
L I I I |

LABORATOR
OPERATI NG
PHYSI OTHE
CONSULTAN
DENTAL
PHARMACY
X- RAY
DOCTORS
ADM NI STR
I.C U
LAUNDRY
KI TCHEN
MAI' N STOR
CASUALTY
SCHOCL
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System Options

Set up Transacti ons Reports Al c Periods Uilities Exi t
|+ ____________________________ +IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII|||||||||||||||
I rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrerrrrrerrerel
i1 Branches B e e +|
i1 Departnents i Next Chg....: 7394 "
i1 Sections i G L Bank Acc: "
i1 Banks i Print.......: 2 Payslips per page i
i1 Earnings/Deducti | "
i1 P.AY.E Table | Address..: P.O BOX 1010, TEL. 33531/ 32290 o
' L.ASCTable ! KI KUYU, KI AMBU. KENYA. '
'' N.S.S.FTable ! P.I.N...: P051120546K .
it NHI.F Table I Key (Password)............: i
i1 Union Table | Super Key.................: i
i1 Electricity Rate] The current Month ends on : 31/12/2000 i
Il Water Rates | "
i1 Coi nage | Pension rate..............: 7.5 % of Basic pay "
i1 Enployee registe;] Max. Tax relief on pension: 12500. 00 "
i1 Enployee Notes | or : 30.0 % of Basic Pay "
i1 Linkage to G Led] i
i I System Options i Taxation rates for Housed enpl oyees :- i i
Tl | ST TTTTTETTTEEEEEEEEEEEEEE AT E A AT 11
v iyt Odinary enployees........: 15.0 % of Basic pay i
bbb ebrbrry Agricul tural enpl oyees. .. .: 10.0 % of Basic pay "
it ittty Directors. ..o 15.0 % of Basic pay i
IIIIIIIIIIIIIIIIIIII+ _________________________________________________________ +|
rrrrrrrrrrrrrrrrrrn I
Next Chq. The next available Cheque No. Applicableto systems which generate
cheques. In such systems, Cheques are printed for al employees
whose saaries are payable by Chequeand also to Bank branches
through which employee receive their salaries.
G/L Bank Acc The Bank account to be Credited when paying out the NETT paysto
those employees who receive their salaries by Cheque or by Bank
Transfer.

Print --- payslips per page. Number of Paydlips to print on each page. The paydlips run vertically
Optionsare 1,2 & 3
NOTE: 2 Payslips per page will give best results.

Address The Address of the compay.

P.I.N Company P.I.N (will be shown on P9 annual tax returns)

Key (password) Basic Password required to access the payroll

Super Key Superior Password required to perform some important tasks e.g
Approving the payrall

Current month ends on The accounting Period . Changes automatically whenever A/c month

is closed.
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Pension rate (% of Basic Pay) Percentage of Employee's basic pay deductable as pension
contribution (Usually the employer contributes the same
amount)

Max.Tax relief on pension( amount) The maximum tax relief allowed on pension.

Pension contributions are supposed to reduce the
taxable pay of an employee.

Max.Tax relief on pension(% of Basic Pay) ....Sdf explanatory.

Note: The maximum tax relief allowed on pensionis
usually the lesser one between the last two items.
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Transactions

Transacti ons

Posti ngs
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Postinas

Transacti ons
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1 1 Dl 1 - 1 o o ——— T o — ————
[ 1 el T J i ——
PO 2 T 7 T « )
TS 0 ) D ) e -
e
= 1 O 1 e | e e
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' Ll e e
[ SRS T (N 1 (R

Used for updating employees earnings and/or deductions.

During Payroll computation, the transactions posted here will be used to compute the statutory

deductions.

These transactions together with the ensuing statutory deductions will later be compiled to form the

employee's paydlip.
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Post by Code

In this option, one allowance or deduction type is selected and different employee transactions
falling under it are posted on the same screen.

Input Screen

E/D Code.........: 001
Description......: BASI C PAY
Li ne Empl . ' Amount to Bal . / Amt / Days
No. No. Name | Earn or Deduct Hrs/ MR/ etc
1
_______________________________________________
1 0001 JAMES PETER ' 10, 200
2 0002 LAMEK MOUNTAI N ! 10, 500
3 0003 AGNES MARY | 8, 500
4 |
:
1
]
1
I

I
I
I
i
I
I
]
i
I
I
I
|

0004 i JOHN MORRI S
|
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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Post by Employee

In this option, one employee is selected and all transactions relating to him are posted on the same
screen.

I nput Screen

Enpl oyee No......: 0004
Enpl oyee Nane....: JOHN MORRI S
Li ne E/ D Anmount to Bal . / Ant / Days
No. Code Descri ption Earn or Deduct Hrs/ MR/ etc
1 001 BASI C PAY 20, 000
2 005
3 015 SALARY ADVANCE 10, 000

I
I
I
I
I
I
i
!

HOUSE ALLOWANCE | 7,500
I
I
I
I
I
]
I
I
I
I
I
I
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List Postings

Listsall postings made during the current accounting period. Ranges may be set to filter out certain

transactions.

Request Screen
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pay computed.
< All deductions are debited to the employee's paydlip as per the Postings file.

The Preliminary Taxablepay is computed.

accordingly).
< NSSF is computed and debited (and the Taxable pay adjusted accordingly).

< NHIF is computed and debited

< LASC is computed and debited

<= Using the Postings file, al allowances are credited to the employee's paydlip and the Gross

If applicable, Pension is computed and debited (and the Taxable pay adjusted

< Using the PAYE table, the Tax is computed

< UNION dues are computed and debited
<= The necessary Tax relief is applied

© A paydip is constituted for the employee

All Savings balances are updated

Computation is done in accordance with the stipulations of the Kenya Revenue Authority (see the
All Loan baances are updated

Annual Tax Guide)
All statutory deductions are computed with reference to their respective tables

After the computation, payslips are ready for viewing/printing.

This is where the month’s payroll is computed.

Correcting mistakes

Pr ocessing Payr oll
In summar
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v" The Cheques are printed (if system generates cheques)

v" The P9 forms are updated

This is what marks the finalisation of the payroll for the current accounting period. When done, the
v' The General Ledger is updated

PO Tax file is updated and no further changes may be made to the current payroll.

A super Key isrequired to perform this operation.
The following take place when Payroll is approved:

Approving the Payroll

Screen

Transacti ons
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orts

R

The following reports are available on screen and printer.

See Appendix for samples
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Paydlips

Request screen
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Paydlip (Sample)

BRANCH. . .: VILLAGE CLINIC

DEPT. ... .: ADM NI STRATI ON

SECTI ON. . : ACCOUNTS

EMPLOYEE : JAMES JOHN PETER (1234)

PAYMENT BY : BANK
BARCLAYS BANK ( KAREN BRANCH)
BANK A/ C 4234550

I I
1 1
[} 1
1 I
I . 1
I . 1
1 - 1
I 1
[} . I
1 - 1
I I
1 1
i |
! DESCRI PTI ON AMOUNT  HRS/ DAYS/ BAL !
I o o o o o e o o e e e e e e e e e e e e e e e e e e e e e e e e e 1

I
| EARNI NGS :
! BASI C PAY 0. 00 !
! HOUSE ALLOWANCE 0. 00 !
1 1
I 1
I GROSS PAY................ 0. 00 !
[} I
|-ttt TEEETETIEEESIEEESIEEEE I A I mEmEmmnn 1
! TAX DETAILS AMOUNT !
1 1
|-ttt TTTTEEEEE S TR TS S EEEE T EEE e EEEEEmmEmEmmmmm e ” 1
| TAXABLE PAY........ (SHS.) 0.00 !
' NNS.S.Fooi.. (SHS.) 0. 00 !
! ROUNDED DOWN. . .. ... ( PNDS) 0. 00 :
! CHARGEABLE PAY. . ... ( PNDS) 0. 00 !
! TAX CHARGED........ (SHS.) 0.00 !
! TAX DEDUCTED....... (SHS.) 0.00 !
[} I
|-ttt TEEESEEIEEEEEEESIEEEE I A I mEmEm T 1
! DEDUCTI ONS i
R |
i i
! TOTAL DEDUCTIONS......... 0. 00 !
I 1
I I
I NET PAY. . ..o 0. 00 !
i i
I I
1 I
I 1
I I
I . I
I . I
1 1
I 1
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Cash Payment List

Request screen

I
I
Empl No. |
+

R L
Name
e e e e m - -

Fommm - o4

Branch. . .:
Section..:
From Enpl No. .:
No. . :

Sorted on :

To

Fr om Dept
To Dept.....:
From Secti on

From Br anch. ..

To

i
|ist

Posti ngs (D

Cheque Paynent

Listing (Sp
Tax return

Postings (S

Bank Paynent

Fi na

Cash Payment
Fi nal

NSSF Report

Fi na
Annua

Paysl i ps
*Envel ope Labels
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Cheque Payment List

Request screen
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Bank Payment L ist

Request screen
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Final Posting (Detailed)

Request screen
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Final Posting (Summary)

Request screen
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N.S.S.F Report

Request screen

|ist

|i st

Postings (Detail ed)
Postings (Summary)

|ist

Al c Periods

Tax returns (P9)

Cheque Paynent
Bank Paynent

Fi na

Cash Paynment
Fi na

NSSF Report

Annua

Paysl i ps
*Envel ope Label s

Reports
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Accounting Periods

Close Month

Closes the accounting month. A super Key is required to run this routine.
Before this routine is invoked the user should ensure that all reports are printed and that the
Monthly back-up has been taken. During this procedure, the following takes place -

1. The postings that are non-recurrent are deleted
2. The accounting period changes
3. Index Files are re-organised

Close Y ear

Closes the accounting Year. A super Key is required to run this routine.
Before this routine is invoked the user should ensure that all reports are printed and that the Annual
back -up has been taken. During this procedure, the following takes place :-

1. The Annual P9 Tax fileis emptied

2. The postings that are non-recurrent are deleted
3. The accounting year changes

4. Index Files are re-organised
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FIXED ASSETSMODULE

M aintenance

Mai nt enance
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Grouping of assets into broad similarities e.g Immovable Assets, Movable Assets etc (The criteria

Asset Categories
IS user dependent)
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Cat egori es

Asset

i nt enance

Code Unique identification of category
Desc Name or description of the category.
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or

Asset Sub-Cat

Regi st er

Mai nt enance
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Rate .......:

Met hod......:

G L Assets Alc....:
G L Accum Depr Alc:
G L Depr.(P&L) Al c:

Sub- Cat egory Code. :
Sub- Cat egory Desc. :

Category..........:
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Asset Categories
Sub- Cat egori es
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Sub-Category Code Unique identification of the Sub Category

Sub-Category Desc  The Name or description of the Sub Category

The General Ledger Account representing all assets in this sub-category

G/L AssetsAlc.....

The Genera Ledger Account representing the total depreciation (since

acquisition).

G/L Accum Depr

Account.

G/L Depr. (P&L)
Account.

The General Ledger Account representing the current period’ s depreciation.

It is the account to debit when depreciating the items in this sub category

Default depreciation method for items in this sub-category. May however be
amended for specific items in the items register. Options: Straight Line/

Reducing Balance

Depr. Method......:

Default %ge Rate of depreciation for items in this sub-category

Depr. Rate ........

Only applicable if Depreciation method is given as Sraight Line.

Default Annual depreciation rate in Shs. (if Depreciation method is Reducing

balance).

Annual Depr.Rate..:

Register of Assets
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all details of it's acquisition and value maintained. As time runs by, depreciation (or appreciation)
is applied onto the original value of the item and the book value updated. The location of the Item
isaso maintained here and each time the product is relocated the register is updated accordingly.

This is where items are described and maintained. Each Item isidentified with a unique code and
Earmarking items for disposal or replacement is also done here.

Input Screen
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The Category in which the item belongs (as created under Asset categories)
Formula: (Purchase Amount — Accum. Depreciation)

The Sub Category in which the Item belongs

Unique identification of the Item
Where item is located (as created under Locations).

%ge Rate of depreciation (if Depreciation method is Straight Line)

Total depreciation since acquisition (computed and updated automatically)
Annual Depr.Rate... Annual depreciation rate in Shs. (if Depreciation method is Reducing

Current Vaue.
Depreciation method. Options: Sraight Line / Reducing Balance

The Supplier’s Invoice number during purchase.
The value for which the item was purchased

Depr. Method......:
Depr. Rate. ........

Purchase Amount.:
SL/RB]

Category..............
Sub-Category.......
[tem Code............
Item Description..:
Supplier Name.....:
Purchase Date......
Purchase I nvoice..:
Accum. Depr .
Book Value..:
Location....:
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balance).
No. of Yrs. (Bal.):  Number of Yearsremaining for the item to reach its residua value.
(Applicable to items whose depreciation method is Reducing Balance)
Residual Value..... To put it loosdly , it is the book value of the remaining item when fully

depreciated.
Duefor Replacement ?: Fag indicating that item is due for replacement . Will be used in
reporting.
DueFor Disposal....?:  Hag indicating that item is due for disporsal. Will be used in
reporting.
Obsolete....?: Flag indicating that item is obsolete. Will be used in

reporting.
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List Itemsin register

Request screen
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Re-locating Items

Transfer of assets from one physical location to another
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The Category in which the item belongs (as created under Asset categories)

Category..............

The Sub Category in which the Item belongs

Sub-Category.......

Sub-Category.......

Code of the Item being transferred

Item Code..........

Name/Description of the Item being transferred

Item Description..:

Where item is currently located (Pops up automatically once avalid Item

Codeis given)

Current Location..:

Where item is being transferred to. Must be a valid Location as created in the

Locations file.

New Location..:
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Additions
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The Category in which the item belongs (as created under Asset categories)

The Sub Category in which the Item belongs

Category..............
Sub-Category.......

Code of the Item being acquired (as created in the Items register)

Any supportive narration about the acquisition
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Tranders (I nter-Category)

Changing a category of an item.

.Uu u...nnnnnunUNu_ _unuuun

Reports

Transfers (Inter-Category)
|
I
1
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1

Di sporsal s
Depreci ati ons

Transacti ons
Addi ti ons
FROM : -

TO
11 .
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Sub- Category......:

Item Code.........:
Category .........:

[}

[}

I

I

]

1

I

1
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1

1

I
Category..........:
Sub- Category......:

The Category in which the item belongs (as created under Asset categories)

The Sub Category in which the Item belongs
Code of the Item being transferred

Category..............
Sub-Category.......

Item Code............

The new category to which the item is being transferred.
The new sub-category to which the Item is being transferred.

Category..............
Sub-Category.......

Reason for transfer
Ddate of transfer

Reason

Date...............

The Value of the Item being transfered

Value..............
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M aintenance for ecast

A forecast of al scheduled maintenance of assets in the year and beyond. In this sheet the user

states the expected commencement date and duration of

Input Screen

Mai nt’ ce -

It em Expect ed date

Descri ption of

Cat egory; Sub Cat egory




228

Reports

| nventor

Request Screen
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Value of Items (By Sub-Category)

Request Screen
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Current Book Values

Request Screen

F o e 2 F o -
-—— ' | e e e
—_— 1 1 o o —————
- F F e
—— 1 I o o o ————

' ' | e ——
- 1 | o ——
.m_ 1 1 o o ——————

' ' | e ——
E_ 1 I o e o ———

' ' | e e

1 l | o e ————

' —~ ' | e e =

' > ' | e =
[ — 1 I e e ——
o o i | e e
— (o)) 1 [
Eand | e 1 | oo o o o o ——
—_— +— O + | e =
E— inu_ > > | e ——
= T . S G i —

' ' ' .. | e
5. o> . o O . |-

' > 1 L o . [

1 SW o rrp— . [

' . . | =

' >0 Aw% — [

_yBB ] >S5 P

e ~— O m o I e e e
(2} m 1 % OO — | e
L I ] ] — | e ———————
T coo , X L - m S
O 1+ O 5 - | e e
w.vnlar.fll |||||||||||||||| e

[ ] —_—— e a1 i
o _IV@_ T T S| _W_ ||||||||||||||

1 1 1 I o e e o e ————

! ' ' | e e e mm e

e F o

e e = o

e e e S
g ST e S
O —— e < - ————————
P 0O e
[ T LTy [T - —_———————
© e e X e
) m e e e — e m e
C e - T
4 g
e e ———— e mm e
gy gy gy g g g
e e e e e — e
QD m e e e e e e
o e
[0 I L T Sy Uy S ——
w IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
X e
QO e e e e e e e e
O e e e e e
g
O e e e e e e
C e e e e e e ——————
QO e e e e e
4 e e
g



231

List Items due for replacement

Repl acenment
Di sposa

Uilities

Val ues (By Sub-Category)
Book Val ue
Itens Due for
Itenms Due for
Items Acquired

Current
Mai nt enace For ecast
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I nventory
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Li st of
Li st of

+
i
I
!
L
A
I
I
I
!
]
I~

e N ||||
o S I ———— o - ____



232

List Items due for disposal

Repl acenent
Di sposal

Itens Due for
Itens Due for

of Obsolete Itens
Items Acquired

Val ues (By Sub-Category)
Book Val ue
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M aintenace For ecast
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List of Obsolate Items

Uilities

Reports
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List of Items Acquired

Uilities

Val ues (By Sub-Category)
Book Val ue

I nventory
Current

Reports

Repl acenent
Di sposa

Itens Due for
Itens Due for
Items Acquired

Li st of Obsolete Itens
Li st of

Li st of
Li st of

/

/

From Date....:
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Range :
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TheGeneral L edger

The General Ledger isthe final accounting ledger in which all accounting dealings are represented.
The various subsidiary ledgers will receive and process transactions in formats that are specific to
themselves but will later on send the same transactions to the General Ledger in a specific format
which isusually a DEBIT to one account and a CREDIT of the same amount to another.

It is worthwhile noting that any transaction in any module will have to be interpreted in form of a
Debit to one account (or severa accounts) and a Credit of the same value to another account (or
several other accounts). That is to say that in the Generd ledger, the value of al Creditswill aways
equal that of Debits.

As areceiving ledyer, the GL will have minimal transactions originating from itself. Usually it is
only Adjustments and very special transactions such as Opening balances and Bank Chargeswill

originate from the GL. Others will come from the satellite modules (ie. Cashbook, Stocks Module
etc)

Tostart theGeneral L edger

From the Main menu, select General Ledger .

The General Ledger Introductory screen will load and prompt for the File name and a password.
On successful sigrton, the system will prompt for the current accaunting period after which the
main GL screen will be loaded.

GL File Name

Since this GL supports Multi companies each company will be expected to have a unique
GL File name (Maximum of 5 alphanumeric characters) to identify it. When activating the
GL, the system prompts you to supply the GL file name. The system then loads data
pertaining to that specific company and throughout that session, the user will be working in
that particular company.

INHMIS, al modules around the GL will only recorgnise a company named ‘SYS °.
Therefore, it should be noted that the linkage existing between the HMIS modules and the
Genera ledger is through the GL file name : SYS

Tip: To avoid confusion, when running HMIS, it is adviceable to maintain SYSasthe only
Company

Password
In addition to the HMIS global passwords, the GL maintains an additiona password. Thisis

due to the importance of the Ledger. This password is maintained within the General
Ledger (under Utilities—> GL Options.
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Main Screen

Like other modulesin HMI S, the General Ledger’s menu consists of five divisions:

1. Maintenance
2. Transactions

3. Reports

4. Accounting Periods
S

5. Utilities
a
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Transactions

Input Screen
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The Only transaction supported in the General Ledger is the Journal Voucher.

In summary it smply alows accounts to be debited and others credited with equivaent vaue. Any
accounting transaction will fit this description but it is preffered that transactions originate from

the parent modules in order to achieve the other objectives of each satellite module.

Only transactions whose parenthood cannot be fitted in the satellite modules should be entered

here. E.g Opening Balances of GL accounts.
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JV Input Screen

Journal Voucher

JV No.......: 6420
Date........: 26/05/2000
Description : PAYMENTS Bal ance : 0. 00B
Ln} Account Narme i Narration 1 ANI Debi t | Credit
0! 24- 00- 004 RECEI PTS CONTROL ! JUNE PAYMENTS Lol 0. 00! 30000. 00
] 1 I ] [}
e |- ottt TTrmmmmmmEEEE T [ |
1! 22- 00- 136 PREPAYMENTS ! JUNE PAYMENTS Lo 30000. 00! 0. 00
2! 24-00- 004 RECEI PTS CONTROL ! JUNE PAYMENTS Y 0. 00! 30000. 00
| | Lo |
I [} [} I [}
I I [} I 1
I [} I I I
[} [} I [} I
1 1 1 1 1
I I I I I
I [} I I [}
1 1 1 1 1
I [} [} [} I
I [} 1 [} I
I [} I [} I
I [} I [} I
1 1 1 1 1
I I I [} I
[} [} [} 1 1
1 1 1 1 1
I [} I [} I
1 1 1 1 1
JvNo. The Journal Voucher Number (Upto 5 Numeric characters) Automatically

Generated by the system.
Date Transaction date
Description  General description of the JV (e.g Name of Payee)

Balance Automatically updated by the system.
It isthe net total of al Debits less Credits in the JV body. Will update itself as
entries are made in the JV body. Idedlly, the Balance should be ZERO when the
journa has balanced i.e Dehits should equal Creditsin the JV body.

JV Body
Ln Line number
Account The G/L Account number

Narration Short description pertaining to that particular account e.g Cheque No. or Reason for

payment
Debhit The amount to debit to that account
Credit The amount to credit to that account

NB. The amount in each line of entry should either be a debit or a credit but not both.
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ister

Accountsr

(P/ B)

P& Code........:

Account
Account s

Current Bal ance :

Year |y Budget...:
Y. T.D Bal ance. . .:
Last Period Bal.

Acc No. :
Type...:

Amend Account

Vi ew
Del et e Account

Change Acc No.

Li st

Account number. Must be unique. (Upto 10 aphanumeric characters)

Acc No.:

Name of Account (Max. 30 aphanumeric characters)

Name...:

Notice that Cashbook accounts are also Balance Sheet accounts but in

P — Profit/Loss (e.g Income accounts & Expense accounts)
B — Balance Sheet accounts (Assets, Liabilities, Capital etc)

Type of Account.
C — Cashbook accounts (Bank A/cs, Cash A/cs €etc)

(P/B/C)

Type...:

this system we conventionally refer to them specialy as Cashbook Type

Profit/Loss sort code.

P&L Code........:

In the Profit/Loss report, this code is used to sort the accounts in a specific

order. The accounts will be sorted in ascending order of this code.

Will be used in the Detailed Trial balance for comparison with the Actuals

The annual budget figure allocated to this account.

Yearly Budget...:

The Net balance of the account (Debits less Credits). Updated automatically

by the system as transactions are updated.

Current Balance:

Accumulated Y ear-Todate balance of the account for the year.

Y.T.D Balance...:
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Last Period Bal.: Balance at the Close of the Last accounting period.
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Amending Accounts

The only details that are amendable in an account are Name, Type and Budget. The figures can

only be updated by a transaction.

Deleting an Accounts

(PI B)

P& Code........:

Bal ance :

Year|ly Budget...:
Y. T. D Bal ance. . .:
Last Period Bal.

Account

Account s
Acc No.:
Type. . .:
Current

I nsert Account
Amend Account
Vi ew
Del et e Account
Change Acc No.
Li st

Accounts with a Balance or those with transactions within the Accounting year may not be deleted
S
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Changing Acc No.

Though not so much encouraged, it is possible to change an Account number to a new one any time
and regardless of whether the account had transactions or not. When this happens, all references to

the Old account within the G/L are automatically updated. References to the old account in other

modules should be updated manually.
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Old Account No..

New account No.

All transactions of the Old account are transferred t o the new account. The second (New) account

should be inexistent at the time of entry.
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List Accounts

Uilities
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t.Codes

D

Department Codes (Cost Centres). Each account of Type P/L should belong to a Department
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Department code (Upto 2 characters)

Dept code

Name of the department (30 Characters)

Dept Name

Deleting Dept Codes

Can't delete departments in which accounts exist.
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List Dept Codes

Request screen

Printer

1
1
1
1
o,

Reports
|
|

Dept Code
Del et e Dept Code

Li st

Account

Account s
Code

Dept Code

Change Acc No.

Vi ew
Li st
Vi ew

Dept
Amend

Mai nt enance
[}
1
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Reports

See appendix for sample reports

The following are the request screens

Trial Balance
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oz oo + oIC

Peri od- End Uilities
I 1
1 1

Reports
I
I

Bal ance

Recei pts Listing
Bal ance

revenue by Departnent

Expendi ture by Dept.
Profit by Departnent.

Bal ance

Transacti ons
Profitability by Dept (Sinple)

Profitability by Dept (Budgets)

Transactions by Alc
Annua

Bank reconciliation

JVs Listing
Design Tri al

Paynments Listing
Al

Tria
Sinmple Trial
Annua
Annua
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Simple Trial Balance

Report

Bal ance

Recei pts Listing
Bal ance

revenue by Depart ment

Expendi ture by Dept.
Profit by Departnment.

Bal ance

Transactions
Profitability by Dept (Sinple)

Profitability by Dept (Budgets)

Transactions by Alc
Annua

Sinple Trial
Payments Listing
JVs Listing

Al

Design Tria

Desi gn Managenent
Bank reconciliation

Peri od- End iti
i
Tria

Specific Month

Cunmmul ati ve
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Cumulative Trial Balance

Bal ance

Bal ance
Recei pts Listing

Transacti ons
Transactions by Alc

Sinmple Trial
Payments Listing
JVs Listing

Al

Peri od- End i
i
Tri al

T/B Title....
CQut put

Specific Mnth

Cunul ati ve

Fom e e e e e o -
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Trial Balance - Specific Month

L0
I +
- m S
. 1 O ————
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— = _.u_nL Lo a—m 1 ——
— 1 Q —_———
5 -- R -oo-
- m + -+ ——_——
-- < ----

Bal ance

Bal ance
Recei pts Listing

Transacti ons
T/B Title...
CQut put

n 2 f—
- R

Transactions by Alc

Sinple Tria
Payments Listing
JVs Listing

Al

Peri od- End i
i
Tri al

—+ i

' Mont h'

o e e e e -

at

Specific Mnth

Cunmul ati ve
As

Alc Month :
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Trial Balance‘Asat’ Date.....
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Bal ance

Bal ance
Recei pts Listing

Qut put to :

Transacti ons
T/B Title. ...

JVs Listing
Transactions by Alc

Paynments Listing
Al

Tria
Sinple Tria

Reports Peri od- End i
1 I
I I

et e —————— e o

o+
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Receipt Listing

—_— -t

Printer

1
1
1
1
O

L
Screen

Bal ance
DV No:

Recei pts Listing
To

Bal ance

Transacti ons
Recei pts from DV No:

JVs Listing

Paynments Listing
Al

Sinple Trial

Peri od- End i
|
Tria

Anal ysis table (y/n)....:

I

I

+

|

I

1

I

1

I

|

I

I

|
Li st
Qutput to :
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Payment Listing

Peri od- End Uilities
1 1
1 1

Reports
I
I

- —— f——
_C z p——

Fom e e oo+
Printer

Bal ance
PV No:

Bal ance
Recei pts Listing

Sinple Trial
Transacti ons

Payments Listing

JVs Listing

Payments from PV No:
To

Tria
Al

Anal ysis table (y/n)....:

]

1

+

i

I

1

I

1

I

I

1

|
Li st
Qut put to :
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JVsListin

+

6420
Fom e e o+
Printer

Bal ance
1
]
i
+

Bal ance
Recei pts Listing

JV No :

Transactions
fromJV No :

JVs Listing
To

Payments Listing
Al

Sinple Trial

Peri od- End iti
i
Tria

I

I

+

i

I

1

I

I

1

I

I

1

I

1
Li st
Qutput to :
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All Transactions

[p—

6421
6555

Printer

1
1
1
1
Fomm e e o -

Fom oo oo - -+
Scr een

Bal ance

Recei pts Listing
to....:

Bal ance

Sinple Trial
Paynments Listing
JVs Listing
Al'l Transacti ons

Peri od- End i
i
Tri al

Li st Transactions from.:
Anal ysis table (y/n)....:

Qutput to :
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Transactions By A/c
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Profitability By Dept (Simple)
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Profitability By Dept (Budget)
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Designing Trial Balance

Determining the points at which sub-totals will be given in the detailed trial balance.

Desi gn Trial Bal ance

To Sel ect

(Unsel ect) subtotal point .............

259

Chogori a Hospital

Use <Space Bar>
Press <Esc>

>>5>>>

22-00- 130
22-00- 1301
22-00-131
22-00- 1311
22-00- 132
22-00- 134
22-00- 135
22-00- 136
22-00- 139
22-00- 140
22-00- 141
22-00-142
22-00- 423
23

23-00- 141
24

24-00- 001
24-00- 002
24-00- 003
24-00- 004
25

25-00- 001

CURRENT PTS CONTROL A/ C
PATI ENT CONTROL

DEBTORS CONTROL

UNPAI D | NTEREST - DEBTORS
NH F DEBTORS

STAFF LOANS

UTI LI TY DEPCSI TS
PREPAYNMENTS

PROVI SI ON FOR BAD DEBTS
STAFF MEDI CAL DI SCOUNT
REF TO DRAVWER CHEQUES
STALE CHEQUES

BAD DEBTS

FI XED DEPGSI TS

FI XED DEPCSI TS - RESERVES
CASH | N HAND

PETTY CASH I N HAND
FLOATS FOR SMALL CHANGE
FLOAT FOR CASH REFUNDS
RECEI PTS CONTRCL
BALANCE AT BANK
BARCLAYS BANK

<L

(S)ave

(E)dit
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Bank reconciliation

Reconciliation of the actual Bank statement with the representative account in our cashbook .

Steps

The user specifiesthe account to reconcile (as created in our General ledger)

The system prompts for user to input the balance as per the bank statement.

The system then loads all the transactions of this account as entered in the system .

The user is now expected to highlight and tick all transactions that are represented in the
bank statement. To tick atransaction, the user takes the pointer to the transaction and types
‘Y’ (yes) under the column CLR (Cleared)

To save the reconciliation, the user presses F10

56 5

Reconciliation report

All the uncleared transactions are reported plus the difference in the two statements as -
1. Un-presented
2. Uncleared
3. Tota on statement but missing in account
See samplereport elsewhere

o e m e e e e e e e e e e e e e e e e e e e m o T +
i Acc No.:25-00-001 i1 Bal ance (Cashbook) : 0. 00}
i BARCLAYS BANK i1 Bal ance (Statenent): 3, 000, 000. 00;
' | 1 CBook Uncl eared Bal : 0. 00,
Fom m e e e e e e e e e e e e e e em e a—aon T +
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within the year by specifying the Period month or Date range. However if desired, each accounting

The G/L is designed to remain open for the full year. Reports may be obtained for any period
month could be closed and balances carried forward to the following month.

At the end of the year, the accounting year is closed and all transactions are purged ready for the

user to input the opening balances by way of JV (This is normally after the audited accounts are

Accounting Periods
received).
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Closing Current Period

Input Screen

Uilities

Peri od- End
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Carrying forward Balances

This procedure summarises transactions of each account into one balance and zaps all the

transactions. In the end we have only one JV existing with a description of ‘Opening Balances
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+ et -
' | e e e e -
l I o e T T T T e e T — — —— — ———— ———
1 N | —_————— | e —————
' [ T T P —— F =
"I & N R | | e e m e ———
1 OC 1 - S
LI a I o——— 1 - I e ——
I & — | m——— C 0 C P ——
P OB e D3> O | e
@, - - © X | e
] [ c ®© TR
I 42 O | me— -1 O — [ ——
I ©C = | m-——1 O 0n | e ——
] em [y - I e ==
[ I o——— 1 >N ] | e e ——
I = | mm—— 1 — O X I e ==
' @ O , .1 €C Q0 | e e
' L, - OO0 ® O 1 e
' | om—_— O [ T,
1 O>N 1 ———— 1 O [ T T
T I S S S N 1 e
1 O | =m=—=— 1 D C ~ ] e
' % | ——=—— 1 O ® T [
O | -1 € > C © + - C
] | ———— 1 D O ®© ~ ] e
1 | ———— —_ > L T
+ -+ - O O T [ T
S 1 C = O | e
e e (- m S
. o — T
—————— e —— [ R M/ 0l e —————
. 1 O © = — S
—— e —— - o > [ T U
_——————— - ' — ~ — 1 e ——————
T uup—— 0 O < m T
e e PR ()] [ | e e
IIIIIIIIIIII 1 S O ' ————
S =i z ¢, -CCDDIIIIITIC
_———— ' o o —————
IIIIIIIIIIII - c —_ e
—————————— ' = 1 e
IIIIIIIIIIII ' ' b o] O _———————————
|||||||||||| ' m 1 O @ ———— o
IIIIIIIIIIII [ [} [V, _————————————
IIIIIIIIIIII 1 1 (3} C e
IIIIIIIIIIII ' _w 1 o ® e —————
IIIIIIIIIIII ] m 1 o —_ 1 el L pp——
IIIIIIIIIIII ' 1 [a W} = ————————————
IIIIIIIIIIII ' ' _————————————
IIIIIIIIIIII ' 1 .
IIIIIIIIIIII + e e e o



264

Exi t

Uilities

Peri od- End

Rei ndex files

G L Options
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G/L Options

Systemwide parameters.

Exi t

Uilities

|||||||||||||||||||||||||||||||| + ZIZZZ

30/ 06/ 2000
6559

CHOGORI A
62- 00-000

12

CHOGORI A HOSPI TAL
& Loss Alc.:

Next Journal ......

Conpany short nane:
Password..........:

Year -End Month....:

Profit





